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ABSTRACT 



Information that payees need for program operation, as well 
as guidelines for grants and contracts paid through the Grant Administration 
and Payment System (GAPS), is provided in this guide. The guide is intended 
to help users understand their responsibilities in expediting payments, in 
completing forms and reports, and in controlling federal cash received 
through GAPS. The text is divided into eight chapters and begins with an 
overview of identification numbers, such as the D-U-N-S number issued to 
payees for institutions by Dun and Bradstreet, and a Social Security Number 
(SSN) for individuals. Chapter 2 focuses on how the Department of Education 
(DED) makes payments, covering such topics as award periods and receiving 
education funds. Ways to modify payment requests and procedures for reporting 
expenditures are discussed in chapters 3 and 4, and how to control payee's 
funds and how to return federal funds are detailed in chapters 5 and 6, 
respectively. Some of the other grant programs under auspices of ED are 
outlined in chapter 7. The manual closes with a review of governing 
authorities, related processes, and legislation. The appendixes, comprising 
half of the document, include: (1) GAPS External Access User's Guide; (2) 

Service Bureau Payment Request Procedures; (3) Four sets of instructions and 
covering request for advance or reimbursement, direct deposit federal cash 
award certification statement and federal cash quality confirmation 
statement; (4) excess funds notification letter and (5) remitting payments by 
check or FEDWIRE. A glossary of acronyms is also included. (RJM) 
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Introduction 



What is the purpose of this guide? 

This guide provides payees information on operations 
and procedures for grants and contracts that are paid through 
the Department of Education’s Grant Administration and 
Payment System (GAPS). This guide will help users 
understand their responsibilities in expediting payments, 
completing forms and reports, and controlling Federal cash 
received through GAPS. Updates to this guide will be made 
available on the GAPS Web Site: 

http://gapsweb.ed.gov 



Who shouid use this guide? 

This guide applies to those institutions participating in 
the Department’s discretionary and formula grant programs 
that require the submission of drawdown (payment) requests. 

What is a grantee? 

A grantee is an entity that applies for and receives a 
grant award from the U.S. Department of Education. The 
grantee is responsible for ensuring the grant is administered in 
accordance with program regulations. 



This guide applies to all eligible 

organizations that must submit a 
drawdown request to receive 
discretionary and formula program 
funds. 
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What is a payee? 

A payee is an entity identified by the grantee to request 
and manage Federal funds on behalf of the grantee. (The 
grantee and payee can be the same entity.) Below are two 
possible examples of the grantee/payee relationship: 

♦ ABC University is eligible to participate in Title IV 
programs and receives a Pell Grant (grantee). ABC 
University requests its own funds and reports its own 
expenditures (i.e., ABC University is both the grantee 
and payee). 

♦ ABC University is eligible to participate in Title IV 
programs and receives a Pell Grant (grantee). The State 
Controller’s office requires ABC’s funds be deposited 
in the State Treasurer’s central account. The State 
Controller’s office will request funds and report 
expenditures on ABC’s behalf (i.e., ABC University is 
the grantee, and the State Controller’s Office is the 
payee). ABC University will then use these funds to 
provide financial aid to students and for other program 
purposes. 



What is EDCAPS? 



The Education Central Automated Processing Systems 
(EDCAPS) is a centralized financial management system 
designed to integrate the Department of Education’s separate 
financial processes including financial management, contracts 
and purchasing, grants administration, and payment 
management. Currently these processes reside in several, 
separate stand-alone systems including: the Education 
Payment Management System (EDPMS), the Primary 
Accounting System (PAS), the Grants and Contracts 
Management System (GCMS), and the Central Registry 
System (CRS). These stand-alone systems have caused 
reconciliation problems and slower transaction processing. 
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EDCAPS will improve the Department of Education’s 
financial management performance by integrating four system 
modules into a single system. These modules include: the 
Financial Management Systems Software (FMSS), the 
Recipient System (RS), the Contracts and Purchasing Support 
System (CPSS) and the Grant Administration and Payment 
System (GAPS). 



What is GAPS? 

GAPS provides financial management support services 
for the grant life cycle in a single system. Functions supported 
by GAPS include obligation of award authorizations, 
disbursement of funds, annual certification of expenditures, and 
final grant closeout. In addition, GAPS controls payments for 
the Department of Education’s programs, including payments 
for grants and direct loans and various other program-related 
obligations. 

GAPS employs the latest in system and financial 
management technologies (such as a relational database, 
Internet technology, and Windows environment) resulting in an 
effective financial management and funds delivery system. 

Use of these technologies allows payees easy system 
access to request and receive funds and to report expenditures; 
a user-friendly environment; easy retrieval of award and 
payment histories; and immediate update and notification of 
changes in awards, such as authorization changes. 
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Payees will use GAPS to request 

and manage funds for their grant 
and loan programs. 



The Department of Education 

administers its programs through 
seven Program Offices. 



OBEMLA programs help a 

school district take affirmative 
steps to rectify situations where 
the inability to speak and 
understand the English language 
excludes children from effective 
participation in the education 
program offered by the school 
district. 



Important Department of Education 
Offices 

Program Offices 

The Department of Education administers its programs 
through seven program offices: the Office of Bilingual 
Education and Minority Languages Affairs; the Office for Civil 
Rights; the Office of Education Research and Improvement; 
the Office of Elementary and Secondary Education; the Office 
of Postsecondary Education; the Office of Special Education 
and Rehabilitation Services, and; the Office of Vocational and 
Adult Education. The responsibilities of these program offices 
are briefly described in the following sections. 

Office of Bilingual Education and Minority 
Languages Affairs 

The Office of Bilingual Education and Minority 
Languages Affairs (OBEMLA) administers programs 
designed to enable persons with limited knowledge of English 
to participate effectively in classrooms where English is the 
language of instruction or to enable them to pursue occupations 
in environments where English is normally used. 

Established in 1974 by Congress, the OBEMLA helps 
school districts meet their responsibility to provide equal 
education opportunity to children with limited English 
proficiency. 



OCR enforces Federal statutes 

that prohibit discrimination in 
programs and activities that 
receive Federal financial 
assistance. 



Office for Civil Rights 

The Office for Civil Rights (OCR) enforces federal 
statutes that prohibit discrimination based on race, color, 
national origin, sex, age, or handicapping condition in 
education programs receiving federal financial assistance. A 
primary responsibility is resolving complaints of 
discrimination. Agency-initiated cases, typically called 
compliance reviews, permit OCR to target resources on 

11 
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compliance problems that appear particularly acute. OCR also 
provides technical assistance to help institutions achieve 
voluntary compliance with the civil rights laws that OCR 
administers. 

OCR assists other components of the Department of 
Education in carrying out the civil rights requirements of 
certain grant programs. The civil rights laws enforced by OCR 
extend to a wide range of federal fund recipients, including 
education and rehabilitation agencies and their sub-recipients in 
the fifty states, the District of Columbia, and U. S. territories 
and possessions. 



Office of Education Research and 
Improvement 

The Office of Education Research and Improvement 
(OERI) provides national leadership for education research 
and statistics. OERI gathers, analyzes, and makes publicly 
available statistical and other types of information about the 
condition of American education. This office also disseminates 
information and research findings about successful education 
practices, supports a wide range of research and development 
activities, and supports nationally significant model projects. 
OERI offers a variety of services to customers through its 
library, institutes, and program-specific offices. 



OERI offers a variety of 

services through its libraries, 
institutes, and program specific 
offices. 



Office of Elementary and Secondary Education 
The Office of Elementary and Secondary Education 
(OESE) promotes academic excellence, enhanced education 
opportunities and equity for all of America's children and 
families, and improved quality of teaching and learning by 
providing leadership, technical assistance, and financial 
support. OESE provides financial assistance to state and local 
education agencies for both public and private preschool, 
elementary, and secondary education. Working together with 
these and other education partners, the OESE promotes and 
supports equal education opportimities and education 
excellence for all students. 



OESE provides financial 

assistance to State and local 
education agencies for both public 
and private preschool, elementary, 
and secondary education. 
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The OESE is responsible for directing, coordinating, and 
recommending policy for programs designed to: 

♦ Assist state and local education agencies to improve the 
achievement of elementary and secondary school 
students to ensure equal access to services leading to 
such improvement for all children, particularly children 
who are economically disadvantaged, Alaskan Native, 
American Indian, or children of migrant workers. 

♦ Strengthen the management capabilities of state 
education agency personnel and foster education 
improvement at the state and local levels. 

♦ Provide financial assistance to local education agencies 
whose local revenues are affected by federal activities. 

OESE includes seven program offices that provide 
tinancial assistance to state and local education agencies for 
maintenance and improvement of both public and private 
preschool, elementary, and secondary education. These 
program offices are responsible for: 

♦ Compensatory Education Programs (including Title I), 

♦ Goals 2000 Program, 

♦ Impact Aid Program, 

♦ Office of Indian Education, 

♦ Office of Migrant Education, 

♦ Safe and Drug-Free Schools Programs, and 

♦ School Improvement Programs. 
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Office of Postsecondary Education 
The Office of Postsecondary Education (OPE) is 
responsible for formulating policy and directing and 
coordinating programs for assistance to postsecondary 
education institutions and students pursuing a postsecondary 
education. OPE provides support for financially needy young 
persons who want to go to college or who want to receive 
vocational training after high school. Students in need of 
financial assistance can apply for grants, loans, and jobs to help 
them complete postsecondary education. The Historically 
Black Colleges and Universities staff (HBCU) provides support 
and oversight to specifically designated institutions that serve 
disadvantaged minority students. The major OPE 
organizations are: 

♦ Policy, Planning, and Innovation (PPI) provides policy 
analysis and development, and budget formulation and 
forecasting for programs administered by OPE. The 
Fund for the Improvement of Postsecondary Education 
(FIPSE) provides grants to colleges and universities to 
promote reform, innovation, and improvement in 
postsecondary education. 

♦ Student Financial Assistance Programs (SFAP) 
administer those activities of the Department that 
provide need-based financial assistance to students 
pursuing a postsecondary education. 

♦ Higher Education Programs (HEP) administer 
discretionary funds and provide support services 
designed to both improve student access to 
postsecondary education and foster excellence in 
institutions of higher education. Program ftmds are 
awarded usually in the form of grants to institutions 
across the country, which include postsecondary 
education institutions, elementary and secondary 
institutions, and non-profit organizations that assist in 
the distribution and administration of Federal funds. 
HEP also administers several fellowship programs that 



OPE provides support for 

financially needy young persons 
who want to go to college or who 
want to receive vocational training 
after high school. The Historically 
Black Colleges and Universities 
staff (HBCU) provides support and 
oversight to specifically 
designated institutions that serve 
disadvantaged minority students. 



14 



Introduction 



7 



provide award funds to graduate and undergraduate 
students in targeted areas of study. 



OSERS supports programs 

that assist in educating chiidren 
with speciai needs, provides for 
the rehabiiitation of youth and 
aduits with disabiiities, and 
supports research to improve the 
lives of individuais with disabiiities. 



Office of Special Education and Rehabilitative 
Services 

The Office of Special Education and Rehabilitative 
Services (OSERS) assists in the education of disabled children 
and the rehabilitation of disabled adults, and conducts research 
to improve the lives of disabled persons regardless of age. 
OSERS supports programs that assist in educating children 
with special needs, provide for the rehabilitation of youth and 
adults with disabilities, and support research to improve the 
lives of individuals with disabilities. To carry out these 
functions, OSERS consists of three program-related 
components: 

♦ The Office of Special Education Programs (OSEP) has 
primary responsibility for administering programs and 
projects relating to the free appropriate public education 
of all children, youth, and adults with disabilities from 
birth through age 21 . The bulk of special education 
funds is administered by OSEP's Division of Assistance 
to States, which provides grants to states and territories 
to assist them in providing a free, appropriate public 
education to all children with disabilities. 

♦ The Rehabilitation Services Administration (RSA) 
oversees programs that help individuals with physical 
or mental disabilities to obtain employment through the 
provision of such supports as counseling, medical and 
psychological services, job training, and other 
individualized services. RSA's major formula grant 
program provides funds to state vocational 
rehabilitation agencies to provide employment-related 
services for individuals with disabilities, giving priority 
to individuals who are severely disabled. 

♦ The National Institute on Disability and Rehabilitation 
Research (NIDRR) provides leadership and support for 



15 



8 



Payee ’s Guide 



a comprehensive program of research related to the 
rehabilitation of individuals with disabilities. 



Office of Vocational and Adult Education) 

The Office of Vocational and Adult Education 
(OVAE) administers grant, contract, research, and technical 
assistance programs for vocational-technical education and for 
adult education and literacy. OVAE also works in a 
collaborative relationship with the Department of Labor in 
administering the School-to-Work Opportunities Initiative. 
This initiative assists states and localities in designing and 
building innovative systems to better prepare youth for college 
and careers. OVAE's leadership, funding, research, 
demonstrations, and information dissemination activities are a 
component of the U.S. Department of Education's effort to 
assist states and localities in meeting the National Education 
Goals by the year 2000. 



OVAE administers programs 

relating to Adult Education and 
Literacy, School-to-Work 
Opportunities, Community 
College’s Vocational-Technical 
Education, and Correctional 
Education. 



Office of the Chief Financial Officer 

The Office off the Chief Financial Officer (OCFO) 
provides accurate, timely, and useful grant, contract and 
financial management information and services to all of the 
Department’s stakeholders. This responsibility includes all 
matters related to discretionary grant-making, cooperative 
agreements, and procurement, as well as financial management, 
financial control, and accounting. 

The office is headed by a Chief Financial Officer (CFO) who 
supervises the activities of four functional areas: Financial 
Improvement and Post Audit Operations, Financial Reporting 
and System Operations, Financial Payments and Cash 
Management Operations, and Contract and Purchasing 
Operations. In addition to these principal functional areas, the 
CFO supervises the Grants Policy and Oversight Staff that is 
responsible for oversight and policy development of the 
Department’s grant processes (exclusive of Student Financial 



OCFO is responsible for all 

matters related to discretionary 
grant-making, cooperative 
agreements, and procurement, as 
well as financial management, 
financial control, and accounting in 
the Department of Education. 
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Assistance Programs), and for systems support for grant 
activities. 

Of particular interest to recipients of Department of 
Education funds are the Financial Payments Group in F inan cial 
Payments and Cash Management Operations, and the Financial 
Improvement Receivables Group in Financial Improvement 
and Post Audit Operations. The activities of these 
organizations are discussed in the following sections. 

Financial Payments and Cash Management 
Operations 

Financial Payments and Cash Management Operations 
(FPCMO) controls the disbursement of funds to the 
Department’s program recipients and the liquidation of 
program obligations; is responsible for cash management 
activities and for implementing Treasury initiatives; and 
manages the Department’s travel program. FPCMO manages 
the delivery of approximately $33 billion in Department funds 
to 15,000 education recipients and serves as a liaison to the 
education community. 

The Financial Payments Group (FPG) is a sub- 
division of FPCMO. In carrying out its responsibilities, the 

provides timely and accurate disbursement of program 
and administrative funds to Department of Education 
program recipients, contractors. Department 
administrative staff, and other government agencies, 

operates and maintains GAPS, 

reconciles funds between the Department and 
institutions, and 

acts as a liaison to the recipients and the Department of 
Education program offices. 



carries out its funds 

disbursement and management 
activities through the Customer 
Assistance/ Accountability Unit 
and the Payment Management 
Service and Reporting Unit. 



FPG: 

♦ 



♦ 

♦ 




O 
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The Customer Assistance/ Accountability Unit 
(CA/AU) is a sub-division of FPG. In carrying out its 
responsibilities, the CA/AU: 

♦ works closely with recipients in managing and servicing 
recipient accounts, 

♦ responds to inquiries and provides training and 
instruction on GAPS operations and reporting 
requirements, 

♦ acts as a liaison to program offices and the recipients on 
information concerning authorized funds, advances, 
payments, cash accountability and financial reporting, 
and 

♦ processes recipient expenditures. 

The Payment Management Service and Reporting 
Unit (PMSRU) is another sub-division of FPG. In carrying 
out its responsibilities, the PMSRU: 

♦ maintains payee accounts in GAPS, 

♦ processes payment requests, adjustments and updates 
grant awards, 

♦ corrects data that has been rejected by the system, 

♦ oversees the FED WIRE and ACH processes, 

♦ maintains and updates recipient bank account 
information received from recipients or from the 
Federal Reserve Bank, User IDs and passwords, and a 
listing of those individuals authorized to request 
payments via FED WIRE, 
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♦ reconciles payments for monthly reporting to Treasury, 
and 

♦ makes Direct Loan payments to schools participating in 
the Direct Loan Program. 



FIRG manages the 

Department’s accounts receivable, 
processes payee checks for the 
return of grant funds, and 
negotiates repayment agreements 
with institutions. 



Financial Improvement, Receivables and Post 
Audit Operations 

Financial Improvement, Receivables and Post Audit 
Operations (FIRPAO) is responsible for post-audit activities, 
the accounts receivable function, and indirect cost 
determination oversight and policy for the Department of 
Education. In addition, FIRPAO provides leadership and 
direction in the areas of strategic planning and performance 
measures; is active in the effort to link audit, monitoring, and 
technical assistance for the improvement of student 
performance and program outcomes; and is instrumental in 
legislative compliance reporting. 

The Financial Improvement and Receivables Group 
(FIRG) provides assistance to the Department in the areas of 
financial management strategic planning, accounting training, 
accounts receivable, and compliance with legislation and other 
financial management improvement projects. In carrying out 
its responsibilities, the FIRG: 

♦ develops and implements financial management 
improvement projects and Department-wide financial 
management training, 

♦ leads the Department’s long-range financial 
management strategic planning activities, 

♦ provides leadership within the Department by 
implementing policy, regulations and procedures 
relating to accounts receivable, 

♦ directs and manages the Department’s accounts 
receivable institutional debt portfolio, 

19 
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♦ processes recipient checks for the return of grant funds, 
and 

♦ negotiates repayment agreements with institutions. 

Other resources 

The discussion of important Department of Education 
offices provided in this guide is not an exhaustive listing of the 
resources available to individuals and institutions seeking 
information about Department activities. For the most detailed, 
up-to-date information, go to the Department of Education 
Home Page on the Internet at URL: 



http://www.ed.gov 




Information on the Department’s Home Page includes 
the latest information about the Department and its programs 
including addresses and points of contact within the 
Department and its offices. 



# 

ERIC Introduction 



20 



13 



Chapter 1 



Identification Numbers 

Before one can receive a grant or contract from the 
Department of Education, the issuing program office must 
register that person’s organization with the Department. 
Initially, the organization is identified in the Recipient System, 
or RS. RS is the part of EDCAPS that serves as the recipient 
database and the central repository for core information on all 
payees and grantees having a relationship with the Department. 
RS identifies organizations by name, address, and one of two 
identification numbers: 

• a D-U-N-S Number, issued by Dun and Bradstreet, 
for institutions, or 

• a Social Security Number (SSN) for individuals. 

To be awarded a grant or contract from the Department 
of Education one must have one of these two identification 
numbers. In addition, once a grantee is authorized funding, 
payees will request those funds by Grunt Award Number. 
Further, after the grant or contract is awarded, the person will 
be issued a User Identification (User ID) and password that 
will allow access and enable the user to report pn the award’s 
funds. 






Cl 



Your identification numbers 



W hen the grant or contract 

arrives, check to make sure that 
the D-U-N-S Number is correct. If 
it is incorrect, tell the program 
office immediately so that it can 
correct the error. It is essential 
that the D-U-N-S Number is 
correct. 



The rest of this chapter explains each of these numbers 
and discusses how the user and the Department of Education 
use them. 

The Payee’s D-U-N-S Number 

The Data Universal Numbering System or D-U-N-S 
Number is a unique nine-digit identification code that is 
assigned to an institution by Dun & Bradstreet, a nationally 
recognized credit rating bureau. Under GAPS, the D-U-N-S 
Number replaces the Entity Identification Number (EIN), the 
Payee Identification Number (PIN), and the account number 
that were used in the past. You will still be required to provide 
the Department with your Taxpayer Identification Number 
(TIN) on your grant application. All grantees and payees must 
have a D-U-N-S Number to participate in Department of 
Education programs. 

Obtaining the payee’s D-U-N-S 
Number 

A D-U-N-S Number is obtained in one of two ways: 

♦ If the users is currently participating in Department 
of Education programs, the Department already 
obtained D-U-N-S Numbers for all grantees and 
payees. These were mailed to these institutions for 
verification. If the user did not receive the D-U-N-S 
Number from the Department, please follow the 
instructions in the next bullet. 

♦ If the user is a new participant in Department of 
Education programs, they can obtain the D-U-N-S 
Number at no charge by calling 1(800) 333-0505, or by 
completing a D-U-N-S Number Request Form. The 
form can be obtained via the Internet at the following 
URL: 
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http://www.dnb.com/aboutdb/dunsform.htm 

Using the payee’s D~U-N~S Number 

Grantees will provide their D-U-N-S Number along 
with their TIN when applying for a grant. Grantees and payees 
will use their D-U-N-S Number to identify themselves when 
contacting their payment account representative for questions 
concerning their payment requests or grant awards. 

Changes to the payee’s D-U-N-S 
Number 

The D-U-N-S Number represents the payee’s institution 
as a financial entity. The number must change if the payee’s 
organization: 

♦ merges with another organization, 

♦ is sold to another organization, or 

♦ separates from an existing organization and becomes a 

freestanding financial account on its own right. 

The Payee's SSN 

The SSN is the Social Security Number that uniquely 
identifies an individual issued a Department of Education grant 
award. It is a nine-digit number broken into three groups as 
follows: 



123 - 45-6789 

Obtaining a SSN 

The SSN is issued by the Social Security 
Administration upon application and after appropriate 
identification checks. Contact your local Social Security 
Administration office for more information. 



Notify the program office 

immediately if the organization 
merges with or is sold to another 
organization or becomes a 
freestanding financial entity in its 
own right. Failure to notify the 
program office of these changes 
may suspend payments from the 
Department of Education. 



W hen the grant or contract 

arrives, check to make sure that 
the SSN is correct. If it is wrong, 
tell the program office immediately 
so that it can correct the error. It 

is essential that the SSN is 
correct. 




Your identification numbers 
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Grant Award Numbers issued 

prior to GAPS impiementation 
have oniy ten characters (they 
have oniy one fiscai year 
character). The ten character 
Grant Award Numbers were 
converted to 1 1 characters with 
GAPS implementation. 



Using the payee's SSN 

The SSN will be provided to the Department of 
Education on the grant application only when the grant is 
awarded directly to an individual (e.g., a fellowship). 



Changes to the payee’s SSN 

Individuals’ SSN will not change. However, if they 
change their name, the name associated with the SSN must be 
changed as well. Individuals must contact the Social Security 
Administration to make this change, and notify their program 
office. 



The Grant Award Number 



The Grant Award Number is a unique, eleven character 
“number” that identifies each grant award issued by a specific 
program office to a specific grantee. 



The following is an example of a Grant Award Number 
and an explanation of the parts that make up the number: 

P031B971234 P = Program Office issuing the 

award 



031 = CFDA numeric suffix of the 

program 

B = Alphabetic sub-program 

identifier 

97 = Last digits of the funding 

fiscal year 

1234 = Unique identifier 
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Obtaining the grantee’s Grant Award 
Number 



The Grant Award Number is issued by the Department 
of Education program offices, and can be found on the grant 
award notices issued to grantees. 

Using the grantee’s Grant Award 
Number 

Under GAPS, payees request funds and report expenditures by 
Grant Award Number. 

Changes to the grantee’s Grant 
Award Number 

The Grant award number is a unique identifier for each 
grant award issued by a specific program office to a specific 
grantee. It remains active throughout the life-cycle of the grant 
award. 



Certain circumstances (e.g., a merger) may cause the 
Grant Award Number to change. Your program office will 
advise you of any changes to the Grant Award Number. 

User ID and Password 

Payees can access GAPS via the Internet (using a 
computer and Web browser) or via the Department of 
Education’s service bureau. In order to use either method, 
payees must have a GAPS User ID and password. Both the 
User ID and password are unique eight-character strings that 
may consist of letters and numbers. A payee can authorize up 
to five individuals to access the system. Each individual that a 
payee authorizes to access GAPS has a unique User ID and 
password. 




Your identification numbers 



Obtaining the payee’s User iD and 
password 



Notify the payment account 

representative immediately 
whenever there is a change in the 
individuals authorized to request 
funds at the organization. 



The Department of Education will issue GAPS User 
IDs and passwords to those individuals authorized by the payee 
to access GAPS to request funds and report expenditures. 

The User IDs and passwords will be sent to such offices as the 
Chief Financial Officer, Treasurer, or Bursar, responsible for 
the cash accountability and management of funds for the 
organization. User IDs and passwords cannot be faxed or 
given over the telephone, and are not to be shared by multiple 
users. 



Using the payee’s User iD and 
password 

The payee’s authorized representative will provide the 
User ID and password every time they access GAPS to 
drawdown funds, view balances, adjust expenditures, view 
quarterly and annual statements, and report expenditures. 
Representatives will also be required to provide their User ID 
and password when requesting funds through the Department 
of Education’s service bureau. 

Payee’s will be requested to periodically validate all 
User IDs and passwords assigned to their organization. It is the 
responsibility of each business office to ensure that this 
information is correct. 

Changes to the payee’s User iD and 
password 

The User ID cannot be changed. If an authorized user 
should no longer have access to GAPS (e.g., the user leaves 
your organization), contact your payment account 
representative to de-activate the User ID. 
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Users will be able to change the password associated 
with the User ID by using the “Password Maintenance” 
functionality in the GAPS External Access system. Appendix 
A in this guide for more information. 
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How the Department of 
Education Makes Payments 

Once the payee receives a signed authorization (grant 
award authorization) or contract, it will be recorded in GAPS. 
The payee may begin requesting funds once the begin date on 
the grant award is reached. The program offices may increase 
or decrease the grant award authorization or contract depending 
on new information that the payee gives them, such as student 
data. The actions that the payee can take depend on the grant’s 
award period. This chapter begins with a discussion of those 
payment actions by award period. It describes the two payment 
methods (advance and reimbursement) that the Department 
of Education uses to pay requested funds, and the two means 
by which the Depart transfers funds to the financial institution 
(ACH and FEDWIRE). 

Award Periods 

Awards issued to grantees will enter several different 
periods over time. The length of the award periods will vary 
by program and authorizing statute. The award period affects 
the actions that the grantee can take on the award. These 
periods include; 
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During liquidation no new 

authorizations may be processed 
against a grant award. 



Questions? If the payee has 

any questions related to changes 
in the grant award’s authorization 
or payment after the liquidation 
period, the payee can contact the 
program office that issued the 
award. 



♦ Performance Period — The period of time between the 
grant award begin date and the grant award end date 
when the grantee satisfies the requirements of the grant 
award. During this time: 

• Payees may request payments, 

• Payees may adjust drawdowns, 

• Payees may report expenditures against the grant 
award, and 

• The program office may make changes to the grant 
award’s authorization. 

Once the performance period ends, a grant award 
begins the closeout process. The closeout process 
includes the following periods: liquidation, suspension, 
and closeout. 

♦ Liquidation Period — Liquidation is the period 
immediately following the end of the performance 
period. During this time: 

• Payees may request payments for expenditures 
incurred during the performance period, 

• Payees may adjust drawdowns for expenditures 
incurred during the performance period, and 

• Payees may report expenditures against the grant 
award. 

♦ Suspension Period — The suspension period follows 
liquidation. During the suspension period no payment 
actions can take place. Payees can only report 
expenditures against the grant award. 
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♦ Closeout " Closeout immediately follows the 
suspension period. During this period, the grant award 
closes and any remaining funds are de-obligated. 

Payment Methods Overview 

To receive funds, the payee may be paid in one of two 

ways. 

♦ The payee may be paid in advance to meet immediate 
needs (over the next three business days). If the grant 
or contract is paid in advance (i.e., in anticipation of 
immediate expenditures over the next three business 
days) the payee may request funds: 

• on-line through the GAPS External Access system, 
or 

• by telephone through the Department of 
Education’s service bureau that will input the 
requests into GAPS. 

♦ The payee may be paid by reimbursement. If on 
reimbursement, the payee will request reimbursement 
for expenditures incurred for program purposes through 
the regional/program office. The regional/program 
office will enter approved requests into GAPS. 

The remainder of this chapter will focus on the details 
of the advance and reimbursement payment methods and how 
the user will receive funds through ACH or FED WIRE. 

Advance Payment Method 

Under this method of payment, payees request funds to 
meet their immediate cash needs. Most payees are paid by the 
advance payment method. A payee who is a new recipient will 
be placed on the advance payment method as soon as GAPS 
has information about the payee’s financial institution. 

aa 





Payments can be received in 
advance or by reimbursement. 



1 he GAPS External Access 

system is a Web-based 
application that payees use to 
access GAPS to create, modify, 
and view payment requests, view 
the award authorization history, 
and report expenditures. 
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Further, if the payee is paid in advance, the payee may request 
funds by using the GAPS External Access system or placing 
the request through the Department’s service bureau. 

Requesting payments 

Payees may request payments in one of two ways. 

They may: 

♦ Create a Payment Request via the Internet using the 
GAPS External Access system. Appendix A of this 
guide contains detailed instructions on how to use the 
GAPS External Access system to create, modify, and 
inquire about Payment Requests. 

♦ Call the Department of Education’s service bureau. 

During the GAPS phase-in period the payee may also 
request payments by calling the Department’s service 
bureau. After the payee provides the User ID and 
password, the bureau will take the request. The bureau 
will enter the request into GAPS for validation. 

Detailed instructions are foimd in Appendix B of this 
guide. 

If the request meets the GAPS validation criteria, it will 
be processed and transmitted to the Federal Reserve Bank for 
deposit into the designated account at the payee’s financial 
institution. The user will be able to withdraw funds any time 
after the payment date, approximately one to two days later 
(see Verifying payments below). If the request does not meet 
the GAPS validation criteria, it may be rejected. If this is the 
case, contact the payee’s payment account representative. 

Verifying payments 

The payee should always check that the requested 
payment was received by the payee’s financial institution and 
deposited in the payee’s account. If there are any problems, 
contact the payee’s financial institution or payment account 
representative. 
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Recording payments 

The payee should keep records of all the payments 
requested. Not only will these records serve as an audit trail, 
they will also help the payee reconcile its account with the 
Federal Cash Quarterly Confirmation Statement . 

Delayed, denied, or reduced payment requests 

The payment request may be delayed, denied, or 
reduced if; 



♦ the Federal Cash Award Certification Statement is not 
properly completed, 

♦ the payee submits the Federal Cash Award 
Certification Statement after the due date. 



♦ the payee is holding excess federal funds, or 



at the request of a program office for such instances as a 
program review or audit. 



Reimbursement Payment Method 

A program office may ask the FPG to place the payee 
on the reimbursement payment method. Under this method of 
payment, payees spend their own funds for program purposes. 
After submitting the appropriate documentation, payees are 
then reimbursed. Generally, this occurs if: 



♦ the payee did not comply with Department of Education 
regulations, or 



♦ the payee has not met the terms and conditions of 
previous awards resulting in restrictions for payment, or 

♦ the payee did not meet program requirements, or 



the program office identified problems with the payee’s 
financial condition or financial management system, or 



r\ 

0 



9 





How the Department of Education pays funds 



27 



♦ the organization has been designated as “high risk” by 

the Department. 

The FPG may place the on reimbursement if: 

♦ the payee has defaulted on its agreement to repay a debt 

due the Department of Education, or 

♦ the payee has abused advance payment privileges. 

Requesting Payments 

If a payee is on the reimbursement payment method, the 
program office provides the payee with instructions on how to 
request funds. In most cases, the payee will need to fill out a 
Request for Advance or Reimbursement Form (SF-270) and 
send it to the designated regional or program office. Appendix 
C of this guide contains a sample copy of the SF-270 and 
detailed instructions for completing the form. 

After approving the request, the Regional Office will 
process this request on-line into GAPS. If the payee has 
questions about its reimbursement requests, the payee can 
contact the Regional Office where the request was sent. 

Verifying payments 

The payee should always check that the requested 
payment was received by the payee’s financial institution and 
deposited in the payee’s account. If there are any problems, 
contact the payee’s financial institution or account 
representative. 

Recording payments 

The payee should keep records of all the payments 
requested. Not only will these records serve as an audit trail, 
but they will also help the payee reconcile its account with the 
Federal Cash Quarterly Confirmation Statement . 
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Delayed, denied, or reduced payment requests 

Payment requests may be delayed, denied, or reduced 
if; 

4 Fpdprnl Cash Award Certincation Statement is not 
properly completed, 

♦ the payee submits the Federal Cash Award 
Certification Statement after the due date, 

♦ the payee is holding excess federal funds, or 

♦ at the request of a program office for such instances as a 
program review or audit. 



Designating an Account Servicer 

If the payee wants to designate an account servicer 
such as an accounting firm or private contractor to request 
funds for their organization, the payee must first authorize FPG 
to release the payee’s User IDs and passwords to that account 
servicer. To do this, send a letter to the FPG payment account 
representative that states the name of the account servicer the 
payee is designating (and the individuals at the servicer who 
will request funds) and the address where FPG should send the 
User IDs and passwords. This letter can be faxed or mailed. If, 
at any time, the account servicer is changed or the payee 
decides to perform these financial functions for the 
organization, the payee must notify the payment account 
representative. 

Receiving Education Funds 

When requesting funds, the payee must specify whether 
the funds will be transmitted to the payee’s bank account using 
either the Automated Clearing House (ACH) or FED WIRE 
transmission method. This section explains the two electronic 
funds transfer (EFT) methods and what the payee needs to do 
to enroll in either ACH or FED WIRE. 3, 4 
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When GAPS pays funds through the Automated 
Clearing House, or ACH, GAPS electronically transfers the 
payment through the Federal Reserve Bank network into the 
payee’s depositor accoimt at a designated financial institution. 

Enrolling in ACH 

Before payees can receive ACH payments, they must 
Payees must organization with FPG. 

organization with FPG before they 

can receive ACH payments. To enroll the payee’s organization, complete a Direct 

Deposit Sign-Up Form (SF-1199A) and send it to FPG. 
Appendix D of this guide contains a sample copy of the SF- 
1199A and detailed instructions for completing the form. On 
this form, the payee will tell FPG: 

the name and address of the payee’s financial 
institution, 

the depositor account to which funds (by grant award) 
are to be delivered, and 

the bank routing number along with the payee’s 
financial institution’s certification. 

Once FPG receives the SF-1199A, it will take a 
minimum of two weeks to enroll the payee’s organization in 
GAPS. This includes time to verify the enrollment 
information. 

GAPS will always use the information on the payee’s 
enrollment form when making ACH deposits. To change the 
payee s financial institution or depositor account for the funds, 
the payee must re-enroll. 

Re-enrolling in ACH 

The payee’s organization must re-enroll whenever: 



♦ 



♦ 



If payees use separate bank 

accounts for each grant program, 4 

they must fill out a separate SF- 
1 199A for each grant award. 



O c: 



O 20- 

ERIC 



Payee 's Guide 



♦ they change financial institutions, 

♦ the payee or its financial institution changes the account 
number on the depositor account, 

♦ the depositor account is closed, or 

♦ the financial institution where the payee has the 
depositor account closes — either voluntarily or 
involuntarily. 

The payee should notify FPG when any of these 
changes are about to occur. Complete a Direct Deposit Sign- 
Up Form (SF-1199A) and send it to FPG. The payee may also 
use its financial institution’s direct deposit sign-up form. 
Appendix D of this guide provides a sample copy of the SF- 
1199A and detailed instructions for completing it. 



ACH Processing Times 

When the payee requests an ACH payment, it takes 
approximately two days for the payment to be deposited in 
their account. For example, if a payment is requested using 
GAPS External Access on a Monday morning, the payment 
may be deposited as early as Wednesday. Requests can be 
entered for deposit up to 30 calendar days in advance of the 
payment date and warehoused in GAPS until the payment date 
arrives. 



Payees should never assume that a payment has been 
deposited. Always check with the financial institution to 
ensure that the requested payment has been deposited before 
beginning disbursement of funds. 

When calling the financial institution to verify a 
payment, the payees should be sure to say that they are 
checking on a direct deposit payment or a deposit made 
through the Automated Clearing House. Do ppt use any other 
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Re -enroll the organization if the 

payee makes any changes to the 
depositor account or if the 
financial institution where the 
payee’s depositor account is 
located closes. If the payee does 
not re-enroll, the payment request 
will be returned to the Department 
of Education until they re-enroll. 



Payees should always check their 
account to make sure the 
requested payment has been 
deposited before beginning to 
disburse funds. 
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terms, such as wire payment. There are several kinds of 
electronic funds transfers, and if the financial institution looks 
for the wrong type of payment, the payee may be given 
incorrect information regarding the status of the request. 

FEDWIRE 

The FEDWIRE transmission method involves an 
electronic transfer of funds directly from the Financial 
Payments and Cash Management Operations, Financial 
Payment Group, through the Federal Reserve Bank network 
into the payee’s depositor account at a designated financial 
institution. This payment method is generally used to transfer 
funds to states and large institutions. Many banks charge a fee 
for processing FEDWIRE payments. 

Enrolling in FEDWIRE 

Before a payee can receive payments using the 
FEDWIRE method, he payee must enroll its organization with 
FPG. 

If the financial institution is on-line with the Federal 
y Reserve Bank, send FPG a letter from an accoimtable officer 

If payees use separate bank to the Department of Education that contains the following 

accounts for each program, they information: 

must fill out a separate SF-1 199A 

for each grant award. ^ , 

♦ the name and address of the payee’s financial 

institution, 

♦ the financial institution’s ABA number, 

♦ a contact (name and telephone number at the financial 

institution), 

♦ the depositor account number at that institution, and 

the financial institution’s telegraphic abbreviation. 

Appendix E of this guide provides a sample letter. 
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If the financial institution is not on-line with the 
Federal Reserve Bank, send FPG a letter that contains the 
following information: 

♦ the name of the payee’s financial institution, 

♦ the payee’s depositor account number at that institution, 
and 

♦ the name of the payee’s financial institution and the 
payee’s depositor account number that the financial 
institution uses. 

Re-enrolling in FEDWIRE 

The organization must re-enroll whenever a change to 
any of the information listed above occurs. As soon as any of 
this information changes, send FPG letter advising the 
Department of the changes in the financial institution 
information. Refer to the sample letter \n Appendix E of this 
guide. 



FEDWIRE Processing Times 

Users may request FEDWIRE payments directly using 
the GAPS External Access system. Payments can be requested 
for same day payment, next day payment, or requests can be 
entered for deposit up to 30 calendar days in advance of the 
payment date and warehoused in GAPS until the payment date 
arrives. Same day payment requests must be completed not 
later than 12:30 p.m. Eastern Time (ET) in order to be 
deposited in the payee’s bank account on the same day. 
FEDWIRE payment requests made after 12:30 p.m. ET can be 
processed for next day payment or warehoused for future 
payment. 



If the payee's financial institution 

or depositor account is changed, 
contact FPG immediately. Such 
changes may result in the 
rejection of funds at the payee’s 
financial institution and their return 
to the Department of Education. 
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Payees must request DL 
payments separately from other 
payments. However, they will use 
the same payment request 
method for DL as they use for 
other programs. 



Direct Loan Payments 

The Student Loan Reform Act of 1993, part of the 
Omnibus Budget Reconciliation Act of 1993 (PL 103-66), 
established a new program under Title IV, Part D of the Higher 
Education Act of 1965, as amended (20 USC §§ 1987a et seq.). 
Under this program, known as the William D. Ford Federal 
Direct Loan (DL) program, loan capital is provided directly to 
the institution by the federal government for student and parent 
borrowers rather than through private lenders. 

To be considered for participation in the DL program, 
schools must apply for the program and meet the requirements 
of the Higher Education Act and the Department of 
Education’s eligibility requirements. 

The participating school may perform the processing 
necessary to originate the loan or the processing may be 
performed by an alternate originator. The Department provides 
alternate originator services to participating schools, free of 
charge, or the school may contract alternate originator services 
from an independent servicer. 

Requesting DL funds 

The procedures used to draw down funds for the DL 
program are different form the other Title IV programs. In 
addition, requests for Direct Loan funds may not be combined 
with requests for other Title IV funds. 

Schools participating under Levei 1 schooi 
origination 

Schools that participate in the DL program under Level 
1 school origination initiate their own funding requests. Once a 
school has determined its immediate cash needs, it transmits 
either an ACH or FED WIRE payment request. Schools 
participating under Level 1 may request funds by: 
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♦ Creating a payment request via the Internet using the 
GAPS External Access system. Appendix A of this 
guide provides instructions on using the GAPS External 
Access system to create, modify, and adjust DL 
payment requests. 

♦ Calling the Department of Education’s service bureau. 
During the GAPS phase-in period the payee may 
request payments by calling the Department’s service 
bureau. After the payee provides the User ID and 
password, the bureau will take the request. Instructions 
are found in Appendix B of this guide. 

♦ Creating a payment request via the Title IV Wide Area 
Network (TIVWAN) using the ED Express software. 



Schools participating under Levei 2 schooi 
origination and aiternative origination (Levei 3) 



Schools that participate in the DL program under these 
options do not initiate funding requests. The Direct Loan 
Servicing Center handles requests for funds. 



Schools send their borrowers’ loan origination records 
and promissory notes to the Servicing Center. To be included 
in a funding request, the borrowers' records must be accepted 
by the Servicing Center. 



About 30 to 45 days before the anticipated 
disbursement dates listed in the loan origination records, the 
Servicing Center sends an electronic list to the school showing 
the anticipated disbursements by borrower and by loan type. 
The school must review the list and make any necessary 
updates or adjustments to the information. The school sends 
the changes to the Servicing Center electronically. 




The Servicing Center requests a school’s funds from the 
Department three days prior to the anticipated disbursement 
dates. The same day the request is made, the Servicing Center 
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creates and sends an electronic actual disbursement roster to 
the school that lists individual borrowers, their loan types, and 
their actual disbursement amounts minus loan fees. The roster 
also includes the total amount of funds included in the request. 
Level 2 and 3 schools should retain copies of their 
disbursement rosters as records of the funds they receive. 

Funds are directly deposited to a school’s bank account through 
ACH. 



Return Direct Loan funds to: 

Department of Education 
Excess Cash 
PO Box 2011 

Montgomery, AL 36102-2011 



Any questions related to DL 

program reporting requirements 
may be directed to the DL 
coordinator at; 

(202) 708-9788 

or addressed to: 

DL Program Coordinator 
U.S. Department of Education 
ROB-3, Room 4517 
Washington, DC 20202 



Returning DL funds 

If the payee requested more funds than needed, due to 
such things as loan cancellations or errors, those funds must be 
returned to the Department of Education if the payee cannot 
apply the funds against another DL draw (within three business 
days). If the payee is returning funds by check, the check 
should be sent to a Post Office Box maintained by the loan 
origination servicer appointed by the Department of Education 
to service the returns and perform other DL administrative 
matters. Checks should include the institution name and 
academic year for which funds are being returned. If the payee 
is returning funds by wire, it should use the same procedure 
described on page 55 for FED WIRE refunds. 

Reporting requirements for DL funds 

Payees will not report the expenditure of DL funds to 
OCFO. They will receive specific reporting instructions from 
the Office of Postsecondary Education, Student Financial 
Assistance Programs. 
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Modifying Payment 
Requests and 
Adjusting Drawdowns 

GAPS provides users with the flexibility to modify their 
payment requests before the funds are deposited in the 
designated bank accoimts. Users can also reallocate their 
drawn funds among awards in GAPS to reflect their actual 
expenditures reflected in their internal accoimting records. 

Modifying Payment Requests 

When a payee submits a payment request, it is assigned 
one of the following statuses; Ready for Scheduling, Waiting 
Payment Office Review, Waiting Program Office Review, or 
Waiting Accounts Receivable Offset Determination. Payment 
requests that have been accepted for payment are given a status 
of Ready for Scheduling and can be modified or canceled, if 
necessary, prior to being transmitted for deposit with the 
payee’s financial institution. Payment requests that are 
awaiting Department of Education review and approval cannot 
be modified or canceled. 
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Adjusting Drawdown Amounts 

An adjustment is the movement of drawn funds from 
one grant to another. The adjusted net draws should reflect a 
payee’s actual expenditures so that the Department of 
Education’s records will agree with the payee’s own internal 
accounting records. Thus, if payees draw too much, they can 
adjust or redistribute their drawdown requests between their 
grant awards to meet other immediate cash needs, as long as 
the net change is zero. 

For example: If Grant #1 has a balance of $1,000 and 
Grant #2 has a balance of ($800), then an adjustment should be 
made to move $800 of the excess cash from Grant #1 to Grant 
#2, which has a deficit of $800. Now Grant #1 has reduced its 
excess cash balance to $200 and Grant #2 has a $0 balance. 



Other Circumstances 

♦ If the payee did not draw enough funds to meet an 
expenditure, the payee may make another payment 
request at any time. 

♦ If the payee draws too much and plans to make another 
payment request within the next three business days, the 
payee may simply modify the next payment request. 

♦ If the payee draws too much and cannot apply the funds 
to another grant award program or use the funds within 
three business days, the payee is holding excess cash 
that must be returned to the Department of Education. 
The rehmi of excess cash is required only when a payee 
has an amount of cash in excess of expenditures and 
immediate needs for each authorized program. Excess 
cash from one program can be used to offset a cash 
deficit or to meet an immediate need in another 
program where authorization exists. Chapter 6 in this 
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guide describes procedures for Returning Federal 
Funds. 



Modifications, Adjustments, and 
Award Periods 

As discussed in Chapter 2 of this guide, awards issued 
to grantees will enter several different periods over time. The 
award period affects the modifications and adjustments that can 
be made in GAPS. Specifically: 

♦ During the Performance Period: 

• payees may modify accepted payment requests 
made against the grant award, and 

• payees may make adjustments to drawdowns 
already processed against grant awards. 

♦ During the Liquidation Period: 

• payees may modify accepted payment requests 
made against the grant award for expenditures 
incurred during the performance period, and 

• payees may make adjustments to drawdowns 
already processed against grant awards, for 
expenditures incurred during the performance 
period. 

♦ During the Suspension Period, payees can only report 
expenditures against the grant award. Any requests for 
payment during this period must be referred to the 
program office that issued the award. 

♦ During Closeout the grant award closes and any 
remaining funds are de-obligated. Adjustments to 
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expenditures on closed awards must be requested from 
the prograni office that issued the award. 

The GAPS External Access system provides payees 
with flexibility in managing their awards and requesting 
payments. Appendix A in this guide describes how to use 
GAPS External Access system to modify payment requests and 
adjust drawdowns. 
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Chapter 4 



Reporting Expenditures 

As recipients of a grant award or contract from the 
Department of Education, payees will be required to report 
their cash expenditures using the Federal Cash Award 
Certification Statement . They will also receive the Federal 
Cash Quarterly Confirmation Statement to use when 
reconciling their records with the Department’s and report any 
changes or discrepancies to the Department. 

Hard copies of these statements will be mailed to all 
Department of Education payees. Payees using the GAPS 
External Access system will also be able to access these 
statements on-line. These statements provide payees with grant 
information including: authorization amounts, cumulative 
drawdowns, and current balances. This chapter explains how 
grantees and payees will use these statements to manage their 
Education funds. 

The Federal Cash Award 
Certification Statement 

Payees will certify expenditures by Grant Award 
Number once a year as of June 30th. Payees will receive an 
annual Federal Cash Award Certification Statement 
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Payees should be resolving 

excess cash balances throughout 
the year. 



P ayees use the Federal Cash 

Quarterly Confirmation 
Statement to reconcile their 
internal accounting records. If 
there is a discrepancy, payees 
must notify their program office or 
payment account representative. 

If payees do not contact the 
Department by the date specified 
on the report, their agreement with 
Department of Education records 
will be assumed. 
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containing the net authorizations and net drawdowns for each 
of their grant awards for the year ending June 30. At this time, 
payee’s will be required to resolve and certify any excess cash 
balances to the Department. Payees must return the Federal 
Cash Award Certification Statement by August 31 in order to 
avoid delays in receiving federal funds. 

All payees will be sent a hard copy of the report to 
complete and return to the Department of Education. A 
detailed description of the Federal Cash Award Certification 
Statement and instructions for completing the statement can 
be found 'm Appendix F of this guide. 

Payees can also report expenditures on-line using the 
Federal Cash Award Certification Statement in the GAPS 
External Access system. However, due to security issues 
regarding electronic signatures, payees will still need to return 
a signed copy of the completed statement. Instructions for 
reporting expenditures on-line are contained in Appendix A of 
this guide. 

The Federal Cash Quarterly 
Confirmation Statement 

Payees will receive the Federal Cash Quarterly 
Confirmation Statement four times a year (9/30, 12/31, 3/31, 
and 6/30). These statements are similar to a bank statement 
and contain cumulative grant information as well as a payee’s 
drawdown activity and authorization changes for the quarter. 

Payees should use this statement to reconcile their internal 
accounting records with the Department’s records. Payees are 
not required to return the statement or contact the Department 
,, unless they disagree with any of the information contained in 
the statement. If there is a discrepancy between the quarterly 
statement and the payee’s records: 

♦ contact the appropriate program office representative 

for authorization discrepancies, or 
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♦ contact the payee’s payment account representative for 
drawdown discrepancies or inquiries related to cash 
balances. 

A detailed description of the Federal Cash Quarterly 
Confirmation Statement can be formd in Appendix G of this 
guide. 



The Federal Cash Quarterly Confirmation Statement 
can also be viewed on-line using the GAPS External Access 
system. Instructions for on-line viewing are contained in 
Appendix A of this guide. 

Program Exceptions 

Payees do not report expenditures on the Federal Cash 
Award Certification Statement for the following programs: 
Impact Aid, Direct Loan, Pell Administrative Cost Allowance 
Payments, Direct Loan Administrative Payments, or Campus- 
Based Teacher Cancellation Payments. 

See Chapter 7 in this guide for more information on 
these programs. 
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Chapter 5 



Controlling The Payee’s 
Funds 



The payee is responsible for setting up a financial 
management system that effectively controls and accounts for 
payment authorizations, cash disbursements or expenditures (if 
on an accrual basis), and funds received from the Department 
of Education through GAPS. 

How the payee develops this system and sets up its 
controls are governed by : 

♦ generally accepted accounting principles (GAAP), 

♦ general standards based on Office of Management and 
Budget (0MB) circulars, 

♦ Department of Treasury regulations, 

♦ legislation and regulations applicable to the Department 
of Education, 

♦ reporting requirements of the Department of Education, 



Payees are responsible for 

setting up a financial 
management system, governed 
by Generally Accepted 
Accounting Principles, that 
controls and accounts for federal 
funds received from the 
Department of Education. 
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♦ grant award authorizations, and 

♦ the payee’s organizational needs. 



OMB Circular A-1 10 

establishes the general guidelines 
for financial management 
systems. 



General Standards 

The following general standards, based on OMB 
Circular A-1 10, prescribe guidelines for administering grants to 
institutions of higher education, hospitals, and other non-profit 
organizations. These standards govern financial management 
systems, procurement policies and procedures, and property 
management. They are similar to standards prescribed by 
OMB Circular A- 102 for state or local government recipients 
of federal grants, which are implemented in Title 34, CFR, 
parts 74 and 80. If a Cash Management Improvement Act 
agreement is in place, follow those guidelines for the programs 
covered under this agreement. (See Chapter 8 of this guide for 
fiirther details.) 

At the highest level, the payee’s system must control 
and account for the fimds received from the Department of 
Education by; 

♦ Providing accurate, current, and complete disclosure of 
financial results for each program or project funded by 
the Department of Education. 

♦ Keeping records that adequately identify the source and 
application of funds for grant activities. These records 
must have information on the grant authorizations, 
obligations, unobligated balances, assets, expenditures, 
cash disbursements, cash on hand, excess cash, and 
income. If the payee is a state or local government 
recipient of a grant, the payee is required to keep 
records on liabilities. 

♦ Maintaining effective control over and accounting for 
all funds, property, and other assets. Payees must 
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adequately watch over their assets and ensure that they 
are used only for authorized purposes. 

♦ Comparing cash disbursements with budgeted amounts 
for each grant award or contract. 

♦ Setting up procedures to minimize the time between the 
request, receipt, and disbursement of federal funds. 

♦ Establishing procedures in accordance with the 
applicable cost principles and the terms of the award for 
determining the reasonability, the allowability, and the 
allocability of costs. 

♦ Maintaining accounting records that are supported by 
source documentation. 

♦ Conducting external or internal audits in accordance 
with generally accepted auditing standards, including 
the current standards described in the General 
Accounting Office publication. Standards for Audit of 
Governmental Organizations, Programs, Activities, 
and Functions. The payee’s auditors must meet the 
criteria for qualifications and independence as discussed 
in the publication. 



Treasury Regulations 

The Department of Treasury regulations add another 
level of standards to follow for controlling and accounting for 
funds. These standards are based on the following Treasury 
regulations, which are found in Treasury Financial Manual, 
Volume 1: 

♦ Part 4, Chapter 2500, Treasury Financial 
Communications System Payments, 



1 0 order the General Accounting 
Office publication, contact: 

Superintendent of Documents 
Public Documents Department 
U.S. Government Printing Office 
710 North Capitol Street, N.W. 
Washington, D.C. 20402 



The Treasury Financial Manual 

adds another level of standards 
for the cash management 
practices and techniques of 
recipients of federal funds. 
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♦ Part 6, Chapter 2000, Cash Advances Under Federal 
Grant and other programs, and 

♦ Part 6, Chapter 8000, Cash Management. 

In general, the Department of Treasury requires that 
each federal agency monitor the cash management practices 
and techniques of its recipients. The federal agency is to make 
sure that recipients maintain efficient control over collections, 
promptly deposit receipts, improve disbursement methods, and 
eliminate idle fund balances. 

Based on the Treasury regulations, the payee is required 
to: 

♦ Request funds as needed for immediate disbursement 
(whenever possible) and disburse those funds in a 
timely marmer, usually within three business days. 

♦ Return excess funds to the Department of Education, 
which are monitored to ensure that the payee is 
maintaining a minimal balance of federal funds. 

♦ Report, in a timely marmer, the disbursements and fund 
balances to the Department of Education. 

♦ Monitor the funds held by secondary recipients to 
ensure that they are managed effectively. 

♦ Insure that advances made by primary recipient 
organizations to secondary recipient organizations shall 
conform to the same standards as apply to primary 
recipients, i.e., funds should be requested as needed for 
disbursement. 
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Grant Award Authorizations 



The payee’s grant award authorization governs the 
control and accounting of the payee’s funds by dictating how 

the payee requests funds and subsequently reports A be grant award authorization 

disbursement of the funds. establishes how payees request 

and report the disbursement of 

Where payees are paid by the advance payment method funds, 

on grant awards, they are required to request flmds only when 
needed for immediate disbursement. For awards where flmds 
are paid by the reimbursement method, payees request 
reimbursement for expenditures made during a specific period. 

Payees must submit form, SF-270, Request for Advance or 
Reimbursement, along with the expenditure documentation 
supporting the reimbursement request, to the Department of 
Education program or Regional Office. 




Organizational Needs 



The payee’s financial management system should also 
provide standards for controlling funds at an organizational 
level. These standards provide for the following: 



♦ The authorizing official in the payee’s organization 
should know what the balance of available funds is for 
each grant award when there is a request for funds. 

♦ The drawdown for each award is the minimum needed 
to cover immediate disbursement. 

♦ The payee’s system has a way to track and show that 
for every withdrawal there is a disbursement. 

♦ The payee’s system maintains adequate control of funds 
so that the payee is not spending more than the payee ' 
has. The payee cannot request excess funds to cover 
future disbursements. 
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Returning Federal Funds 

As recipients of federal funds through grant award 
authorizations or contracts, payees are responsible for returning 
funds to the Department of Education based on the following 
legislation and standards. 

Legislation and Standards 

Debt Collection Act and Federal 
Claims Collections Standards 

The Debt Collection Act (31 USC § 3701), the Federal 
Claims Collections Standards (4 CFR, parts 101 through 105), 
published jointly by the Department of Justice and the General 
Accounting Office, and the Debt Collection and Improvement 
Act of 1996 (PL 1041-34), prescribe that federal agencies: 

♦ promptly determine and establish debts due the Federal 
government, 

♦ promptly notify debtors of any amounts owed, 
including a description of the procedural rights of a 
debtor to dispute the debt or arrange for payment. 
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The audits and reviews 

described here do not limit the 
right of the Federal government to 
perform its own audit. However, 
the frequency and scope of federal 
audits may be affected by these 
audits and reviews. 



Please note ! If the payee 

receives specific instructions 
regarding the return of federal 
funds, please follow those 
instructions to ensure proper 
application to payee’s account. 



♦ charge interest on unpaid debts at the rate prescribed by 
the Department of Treasury, unless specifically 
prohibited by law, and 

♦ arrange for payment of fimds to the Treasury as quickly 
as possible. 

Single Audit Act 

The Single Audit Act of 1984 (PL 98-502, 3 1 USC §§ 
7501 et seq.) established audit requirements for state and local 
governments receiving federal fimds. As a result of this law, 
the audit guidelines in Office of Management and Budget 
(0MB) Circular A-133 were expanded to include institutions 
of higher education and other non-profit organizations in 
addition to state and local governments. See Audits and 
Program Reviews later in this chapter. 

When to Return Federal Funds 

It is the payee’s responsibility to return fimds to the 
Department of Education when: 

♦ the payee is identified as having excess fimds (excess 
cash on hand) in its possession, 

♦ the payee has "excess cash" as a result of a reduction to 
the payee’s reported expenditures on a closed award, 

♦ the payee owes the Department of Education for 
disallowed expenditures found during an audit or 
program review, or 

♦ the payee earned interest on its federal fimds. 

The rest of this chapter describes how the legislation 
and standards affect the return of funds to the Department of 
Education, when the payee should return federal funds, and 
what happens if the payee fails to do so. 
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Resolving Excess Cash Balances 

Excess cash exists when any grant award has a positive 
cash balance. This occurs when a payee’s net draws exceed 
expenditures for one or more of the payee’s grant awards three 
business days after the funds have been deposited into the bank 
account. 

Payees should reconcile their grant awards on a regular 
basis and are required to resolve any excess cash balances 
throughout the year. A payee can resolve an excess cash 
balance by: 

♦ reallocating drawn funds among grant awards to meet 

immediate cash needs, or 

♦ returning the funds to the Department of Education. 

The FPG will review the payee’s Federal Cash Award 
Certification Statement to identify any excess cash in the 
payee’s possession. If FPG finds excess cash and the payee has 
not resolved or refunded those amounts, the payee will receive 
an additional Federal Cash Award Certification Statement 
and a letter (see Appendix H for an example) notifying the 
payee to: 



Reconcile grant award accounts 

on a regular basis throughout the 
year to identify and resolve excess 
cash balances. 



♦ return the excess funds, or 

♦ certify that the payee’s current disbursements 
(expenditures) have reduced the excess funds, or 

♦ contact the payee’s payment account representative 
immediately if the payee finds that the excess funds 
reported were because of errors made when the payee 
reported its disbursements (expenditures). 




Returning federal funds 
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See Appendix I for instructions to ensure that funds 
returned to the Department of Education are applied to the 
correct grant award. 



Excess cash balances as a result of 
expenditure reduction on a closed 
award 

The payee may discover that it over-reported 
expenditures in a prior period for an award that is now closed. 
This can happen because of an error or due to student refunds 
that may not have been accounted for. The payee must contact 
the program office that issued the award and request that the 
reported expenditures be reduced. The program office will 
notify the FPG to make the adjustment on awards where 
appropriations have not been canceled by Treasury M-Account 
legislation. If the adjustment results in excess cash, then the 
FPG will notify the payee to return the excess funds. If funds 
are not returned, the payee will be billed for the excess cash. 

Excess cash balances as a result of 
an inactive award 

Every quarter the FPG identifies awards having no 
activity; for example, no payment requests processed within 
GAPS. The FPG also receives information from the payee, the 
Office of Inspector General, and program offices within the 
Department of Education, indicating that an organization has 
closed or will be closing. If an organization has closed, the 
awards are classified as inactive only if the end date of the 
grant has been reached. Inactive awards are reconciled to 
determine any excess cash balances. If the payee has excess 
cash that should be returned, the FPG will send a Federal Cash 
Award Certification Statement and a letter to the payee’s 
organization listing: 

♦ the total dollar amount initially disbursed to the payee, 
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♦ the payee’s total reported expenditures, and 

♦ the amount due to the Department of Education. 

The payee must report and certify any additional expenditures, 
determine the excess cash balance, and return this amoimt to 
the Department. 

Failure to Resolve Excess Cash 
Balances 

If the payee does not resolve the excess cash balances 
and return the additional Federal Cash Award Certification 
Statement by the end of the following month, any of the 
following penalties may occur: 



Failing to resolve excess cash 

balances may subject the payee to 
penalties. 



♦ The payee may be placed on reimbursement and 
notified of any outstanding debt that will be offset imtil 
the debt is paid. When the payee is placed on 
administrative offset, the Department of Education will 
withhold a portion of the payee’s payments and apply 
them toward the payee’s debt. 

♦ The payee’s funds may be suspended because the payee 
was not properly reporting expenditures to the FPG by 
the due date specified or the payee was holding excess 
flmds. 

In addition, the FPG will refer the debt for billing and 
collection. Subsequently, an accoimts receivable entry will be 
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The payee may be transferred from the advance 
payment method to the reimbursement payment 
method, which requires that the payee request 
reimbursement for funds already paid out. Under the 
reimbursement method, the payee is required to submit 
copies of the vouchered expenditures supporting the 
request for reimbursement. 
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established by the Department of Education's Financial 
Improvement and Receivables Group who will send the payee 
a bill. Any accrued interest, penalties and administrative fees, 
as appropriate, will be included in the billing, along with 
payment instructions for returning excess funds. If the payee 
needs assistance or has information that may resolve the 
amount due (or even a portion of the amount due), contact the 
Department of Education account representative at any time 
during the 30 days. 

If the payee does not pay this bill, the payee’s debt will 
be reviewed for referral to the Department of the Treasury for 
offset or further debt calculation as mandated under the Debt 
Collection and Improvement Act of 1996. At that time, 
collecting the debt is the responsibility of the Department of 
the Treasury. Any arrangements for payment will be made 
between the payee and Treasury. The payee needs to be aware 
that, in addition to the accrued interest, penalty, and 
administrative charges imposed by the Department of 
Education, the payee will also be charged the agency's fees for 
collection. 

Audits and Program Reviews 

The Department of Education’s Office of Inspector 
General, the Office of the Chief Financial Officer, and certain 
program offices will perform, issue and review the audits and 
program reviews for organizations receiving federal funds. 

The purpose of audits and program 
reviews 

To determine how effectively payees control their 
funds. The audit will be done for the payee’s entire 
organization to test the integrity of the payee’s financial 
management system, and to test how the payee complies with 
the terms of the grant awards. These tests should include an 
appropriate sampling of the payee’s grant awards. 
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To ensure that the payee’s organization is reviewed 
on a regular basis. The frequency at which the audits will be 
done depends upon the nature, size, and complexity of the 
payee’s grants. The objective is to ensure that audits are held, 
regardless of whether they are done on a continuing basis or at 
scheduled intervals. 

To ensure that payees have a systematic method for 
resolving audit findings and recommendations. The payees’ 
method should also allow for timely and appropriate resolution 
of the audit results. 

To inform the appropriate office within the 
Department of Education about the payee’s federal funds. 

A copy of the audit report and a description of its resolution 
shall be furnished to the appropriate office. 

How the findings are reported 

The findings of an audit or program review are 
contained in an audit report and sent to the payee. If the audit 
report informs the payee that funds are due to the Department 
of Education, the payee will also receive specific instructions 
for sending the payment. Frequently, the audit report may 
include a disallowance of expenditures previously reported to 
FPG on the Federal Cash Award Certification Statement . 

If payments are owed, the audit report is also sent to the 
Financial Improvement and Receivable Group in the Office of 
the Chief Financial Officer where an accounts receivable entry 
is established. A bill is issued for the disallowed amount in 
addition to any accrued interest and penalties. Instructions for 
payment also are included. 

The payee should not reduce the amounts reported as 
expended on the payee’s Federal Cash Award Certification 
Statement for the disallowances contained in the audit or 
program review. Any return of funds for these purposes will 
not be credited to the payee’s GAPS award and does not reduce 
the payee’s "Adjusted Federal Cash with Grantee." 
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How to return federal funds 



It is important that the payee 

returns the interest earned 
because if this is not done, future 
payments will be offset (reduced) 
by the amount of interest earned. 
Be sure to write on the payee’s 
check that the payee is refunding 
interest earned. 



Payments of $1 00,000 and over should be made by 
FED WIRE through the payee’s financial institution. Payments 
under $ 1 00,000 should be made by check. See Appendix J for 
instructions on sending payments through FED WIRE. If 
payment is sent by check, the payee must follow the 
instructions contained in the audit report. See Appendix I for 
specific information related to the payment of fimds by check. 

Returning Interest Earned 

If the payee receives funds for programs not governed 
by the Cash Management Improvement Act through the 
advance payment method, and retain those funds in interest- 
bearing accounts, the payee is required to return the interest 
earned to the Department of Education at least quarterly, unless 
federal statute provides otherwise. 

When The Payee Has Debts That 
Are Owed 

If payees have debts with the Department of Education, 
they may be: 

♦ assessed penalty and administrative charges as well as 
the accrual of interest on any unpaid balance, 

♦ referred to a commercial debt collection agency and 
charged the agency's collection cost, 

♦ referred to the Department of Justice for collection and 
legal action, 

♦ referred to the Department of the Treasury for offset or 
further debt collection action as mandated under the 
Debt Collection Improvement Act of 1996, 
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♦ referred to other government agencies with which the 
payee is doing business for administrative offset, and 
possibly, 

♦ reported to credit bureaus. 
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other Grant Programs 

The majority of recipients will receive their fimds in 
advance from GAPS and report annually on their disbursement 
of fimds. However, payment and reporting procedures are 
different for the following programs: 

♦ Impact Aid, 

♦ Block Grants, 

♦ Direct Loans, 

♦ Campus-based Teacher Cancellation, and 

♦ Pell Administrative Cost Allowances. 

This chapter explains those differences. 

Impact Aid 

Impact Aid funds under Title VIII of PL 103-382 (20 
use §§ 7701 et seg.) are issued to school districts for 
main tainin g and operating their schools. To be a recipient, the 
Division of Impact Aid in the Office of Elementary and 



63 



Other grant programs 



Secondary Education (OESE) receives an application for funds 
from a local school district. Payees must include a certification 
that they will file a copy of the application with their state (34 
CFR 222.3 (al)). The fimds are allocated based upon 
appropriations received and the information provided by school 
districts. 

In turn, the OESE prepares a file listing fimds 
authorized by school district receiving fimds, and the ^ount to 
be paid to each school district. These files are sent 
electronically to GAPS for processing. 



Impact Aid payments 

Payments of Impact Aid fimds are made electronically 
using either ACH or FED WIRE. The fimds are deposited into 
a depositor account at the financial institution that the payee’s 
school district designates. The payee will receive fimds 
delivered through ACH within three days from the date that the 
FPG receives the OESE payment schedule. Payments made by 
FED WIRE are deposited the same day that FPG processes the 
request, if done by 12:30 p.m. ET. Deposits for payment 
requests processed after that time will be made the next 
business day. 

Once a payment is processed successfully, the FPG 
notifies the Impact Aid office. The office mails a form to the 
payee’s school district, stating the payment and calculations 
used in arriving at the payment amount. 

Payments are rejected automatically by financial 
institutions that no longer provide a service to a school district. 
Therefore, upon receipt of the OESE notification that a 
payment has been made to the payee’s school district, 
immediately call the payee’s financial institution. If the 
payment is to be deposited in the State treasury, call the 
Treasurer’s office and advise them of the payment. If the 
payee’s financial institution or State treasury has not received a 
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payment, call the FPG for assistance. Be sure to advise the 
FPG when: 

♦ the financial institution changes, or 

♦ the depositor account at the financial institution 
changes. 

Reporting requirements for impact 
Aid funds 

The program office may require the payee to report 
Impact Aid disbursements to them; however, the payee is not 
required to report these disbursements to the FPG using the 
Federal Cash Award Certification Statement. 



Block Grants 

Biock Grant payments 

Block grants are issued to states by the Department of 
Education. Payments are made using FED WIRE to the 
depositor account at a financial institution that the state 
specifies. Designated individuals (authorized by a state 
official) place requests for payments directly with the FPG. 
These individuals are required to request fimds, as needed, to 
meet immediate disbursement needs. 

Reporting requirements for Biock 

Grants 

The program office may require the payee to report 
Block Grant disbursements to them; however, the payee is not 
required to report these disbursements to the FPG using the 
Federal Cash Award Certification Statement 
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Direct Loan Program 

Direct Loan payments 

Direct Loan payments are made electronically using 
ACH or FED WIRE. The funds are deposited into a depositor 
account at the financial institution that the payee’s organization 
designates. The payee will receive these funds within three 
days from the date that the FPG receives the payee’s request 
for payment by ACH. For FED WIRE payments, payment will 
be received within one business day from the date that FPG 
receives the payee’s payment request. 

Reporting requirements for the Direct 

Loan program 

The program office may require the payee to report 
Direct Loan disbursements to them; however, the payee is not 
required to report these disbursements to the FPG using the 
Federal Cash Award Certification Statement. 



Campus-Based Teacher 
Cancellation Program and 
Pell Administrative Cost 
Allowances 

Payments 

Institutions receive Pell Administrative Cost Allowance 
payments, or, if entitled. Campus-based Teacher Cancellation 
Program Allowance payments automatically. The respective 
program office initiates payments to institutions based on a 
number of criteria determined by program regulations and 
legislation. Each program office sends a letter to the institution 
explaining how the amount was derived. 
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Payments are made electronically using ACH. The 
funds are deposited into a depositor account at the financial 
institution that the payee’s organization designates. The payee 
will receive these funds within three days from the date that the 
FPG receives the OPE payment schedule. 

Reporting requirements 

The program office may require the payee to report to 
them on disbursements of Campus-based Teacher Cancellation 
Program and Pell Administrative Cost Allowances. However, 
the payee is not required to report these disbursements to the 
FPG using the Federal Cash Award Certification Statement 





67 



o 

ERIC Other Grant Programs 



65 



Chapter 8 



Governing Authorities, 
Reiated Processes and 
Legisiation 

To help payees better understand the governing 
authorities, related processes and legislation that affect how 
they report, track, and access information on their federal 
funds, this chapter describes: 

♦ the governing authorities for Department of Education 
grant and loan programs, 

♦ the process used for identifying grant awards for 
suspension, 

♦ the legislation impacting the payee’s obligations for 
reporting and tracking funds within the payee’s grant 
awards, and 

♦ the legislation affecting the disbursement of funds 
between the federal government and states. 
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Governing Authorities 

Basic authorities 

On October 17, 1979, the Department of Education 
Organization Act (PL 96-88) ended the Office of Education 
under the Department of Health, Education, and Welfare. 
Section 301 of the act (20 USC §§ 3441 et seq.) transferred the 
flmctions of the Office of Education to the Department of 
Education. 

OMB circuiars 

OMB circulars A- 102 and A-1 10 prescribe uniform 
policies for federal agencies administering grants. (This 
applies only for those programs not superseded by Cash 
Management Improvement Act legislation.) Circular A- 102 
applies to grants made to states, local governments, and 
federally recognized Indian tribal governments. Circular A- 
110 addresses grants to institutions of higher education, 
hospitals, non-profit organizations, and other non- 
governmental organizations. 

Education Department General Administrative 
Resulations (EDGAR) (34 CFR, parts 74 through 86) have 
been updated and codified by the director. Grants Policy 
Oversight Staff. Part 74 implements circular A-1 10, and part 
80 implements circular A- 102. These parts contain the 
Department of Education’s policy discretionary and formula 
grant administration. (This does not apply to Student Financial 
Aid programs.) 

Treasury reguiations 

The Treasury Financial Manual prescribes procedures 
for federal agencies to withdraw cash from the Treasury for 
advance under federal programs. Here are the pertinent 
regulations and delegations of authority: 
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♦ Volume I, Treasury Financial Manual, Part 6, Chapter 
2000, and Part 6, Chapter 8000, addresses cash 
management practices and cash advances. 

♦ Treasury circular 1084, Reeulations Governine Cash 
Mana 2 ement Practices Within the Federal 
Government is issued under the authority of 5 USC § 
301. 



♦ Since September 1986, the Department of Treasury has 
authorized the Department of Education to 
electronically disburse program grant funds directly 
through the Federal Reserve Network. 



♦ Since November 1986, the Department of Education, 
the Department of Treasury, and the Federal Reserve 
Bank have agreed to let the Department of Education 
disburse funds through ACH. 




♦ 



Since November 1987, the Department of Treasury has 
authorized the Department of Education to use 
FED WIRE for disbursing grant funds through the 
Federal Reserve Network. 



♦ The Cash Management Improvement Act of 1 990 (PL 
101-453) provides for the timely disbursement of 
federal funds between the federal government and the 
states (3 1 USC § 650). It also provides for the payment 
of interest by either the federal government or the states 
for failure to comply with the act. PL 101-453 became 
effective in October 1 992 and Congress granted an 
extension for implementing the interest accrual 
provisions from October 1992 to July 1, 1993, or the 
first day of a state’s 1994 fiscal year, which ever is later 
(PL 102-589, 31 USC § 6503 note). 

♦ The Chief F inancial Officers Act of 1 990 (PL 101-576, 
31 USC § 501) consolidates all financial management 
activities within each federal agency under a chief 
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financial officer. It also requires the preparation and 
submission of annual financial statements to 0MB. 

Department of Education policy 

The Federal Grant and Cooperative Agreement Act of 
1977 (PL 95-224, 31 USC § 6301) prescribes the instrument to 
be used in awarding grants and contracts. The Higher 
Education Act of 1965 (as amended) governs Title IV Student 
Assistance programs. 



The suspension process does 

not replace the current grant 
closeout process, nor does jt 
replace any of the responsibilities 
of the Grants Policy Oversight 
Staff or program offices. 



Suspension of Funds 

How the process works 

The suspension process serves as a safety net for 
insuring that unexpended funds are reduced on expired grant 
awards. The suspension of funds begins immediately 
following the liquidation period for the grant award. However, 
before the unexpended funds are removed and the grant award 
is closed-out, the program offices affected by the suspension 
have approximately three months to make authorization or 
budget and date adjustments to the expired awards. If 
adjustments are not necessary or are not authorized by the 
office issuing the grant award, the automated suspension 
process automatically reduces the grant award to the level of 
expenditures reported on the Federal Cash Award 
Certification Statement . 

What payees are responsible for 

Both the payee and the program offices are responsible 
for reviewing each grant award and making the necessary 
adjustments to ensure that the awards are closed-out at the 
correct disbursement levels. By reviewing their Federal Cash 
Quarterly Confirmation Statement on a regular basis, payees 
can ensure that the disbursement of funds is recorded correctly. 
If the payee needs to make adjustments (such as requesting 
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an extension to the award end date or restoring 
authorizations that had been reduced) forward the payee’s 
request to the program office issuing the grant award. If 
the payee is required to report expenditures to a program office, 
the payee should ensure that the expenditures reported on the 
Federal Cash Award Certification Statement and on program 
reports agree before the awards are closed. 



M-Account Legislation 

The National Defense Authorization Act of fiscal year 
1991 (PL 101-510,31 use § 1551), also known as M- Account 
legislation, was enacted by Congress in November 1990. This 
law restricts the period of obligation, disbursement, tracking, 
and reporting of federal funds to five years after the period of 
availability for obligation ends. 

How the legislation works 

All federal agencies are required to report and track 
federal funds for five years. Previously, there were no 
restrictions on the number of years that federal agencies 
maintained accounts at the Treasury (X-year funds are 
excluded). 

All unexpended funds are canceled five years after 
the period of availability for obligation ends (or 5 years 
after the award expiration date). All unexpended funds up to 
and including FY 1992 have been canceled by the Treasury. 
These funds will not be available for restoration. However, up 
to 1 percent of the current year's appropriation can be used by 
the Department of Education toward a valid obligation on 
closed awards as long as the original authorized amount of an 
award is not exceeded. This will reduce the current year’s 
amount available to program offices for issuing new grant 
awards. 
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What are the payee’s 
responsibilities ? 



Payees should Revkw their Federal Cash Quarterly 
Confirmation Statement . It is imperative that the payees 
carefully review their Federal Cash Quarterly Cnnrirmntinn 
Statement each quarter to ensure that all authorizations, 
drawdowns, adjustments, returns, and refunds are referenced 
correctly, and that the previous year’s grant awards are correct. 
For example, if the expended amount is less than the authorized 
amount of the grant award, the award will be reduced to the 
level of the last reported expenditure. This means that the 
payee’s current funds available in the payee’s grant awards will 
decrease. 

Report any discrepancies in drawdowns, adjustments, 
returns, or refunds to the FPG. 

Work with the issuing grants or program office to 
resolve problems. If payees experience problems related to 
the obligation of funds or the reduction of funds on grant 
awards, they must work with the Department of Education 
program office responsible for issuing the grant and ensure that 
any adjustments to the obligation have been made prior to the 
end of the fiscal year. Payees must be sure that they reported 
the same expenditures for the grant award to their program 
office that they reported on Federal Cash Award Certification 
Statement . 

How available funds are calculated 

As part of tracking their funds, payees should know 
how their available funds are calculated. To find out the total 
funds available, subtract the total funds paid to the payee on 
each award from the payee’s total cumulative award 
authorizations. 



73 



O 79 

ERIC 



Payee ’s Guide 



Cash Management Improvement 
Act 



The Cash Management Improvement Act of 1 990 (PL 
101-453), or CMIA '90, was enacted in October 1990 and 
implemented in July 1993. 

The main objective of this legislation is to improve 
business relationships between the Federal and state 
governments through the use of sound cash management 
principles. More specifically, CMIA '90 was enacted: 

♦ to improve the transfer (disbursement) of funds between 
federal agencies and the states, and 

♦ to require that states make timely requests for fimds to 
federal agencies, and that federal agencies make timely 
disbursement of the funds to states. 

The Act also requires the federal government to pay 
interest to the state if there is not a timely transfer of funds. 

The states are required to pay interest to the federal government 
if there is not a timely disbursement of funds. However, the 
objective of the law is not to calculate and pay interest. 

How the legislation works 

CMIA '90 requires that the Secretary of the Treasury 
enter into an agreement with each state. This agreement 
defines the provisions and procedures unique to each state in 
complying with the act, and it may contain: 

♦ the definition of a state, 

♦ the funding techniques used for each program covered 
under the Act, and 

♦ the method for calculating interest. 
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Each year the Treasiiry finalizes an agreement with 
each state. Both the State and federal agencies must ensure that 
the conditions agreed to are met. It is the responsibility of each 
federal agency to ensure that payments are made promptly, and 
then, to provide the Treasury with verification of these 
payments, which may result in the payment of interest to or 
from a state. States are required to track programs and to 
calculate federal interest liabilities and state interest liabilities 
by program. States shall submit an aimual report to Treasury 
accounting for the interest liabilities, or receivables. 

Who participates? 

All states and territories negotiate agreements. Each 
state identifies the programs to be covered under these 
agreements. The Department of Education programs usually 
included in these agreements are: 

♦ Rehabilitation Service Administration (basic support), 

♦ Title I Grants for Local Education Agencies, and 

♦ Special Education (state grants). 

Additional federal programs have been added and 
continue to change each year when new agreements are 
negotiated. Also, the inclusion of specific federal programs 
must be agreed to by both the State and Secretary of the 
Treasury. 

Programs that have payments subject to the Prompt Pay 
Act of 1982 are excluded from CMIA 90. 
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Glossary 
with Acronyms 



ACH The acronym for Automated Clearing House. A 
method of payment in which funds are transferred through the 
Federal Reserve Bank into the payee’s depositor accoimt at a 
designated financial institution. The funds are deposited into 
the account, and available for use one to two days after the 
Federal Reserve Bank Network receives payment information. 
This payment method is also called direct deposit. 

ADVANCE PAYMENT METHOD A method for payment 
of requested funds. The funds that the payee actually draws 
down to meet immediate cash needs on a grant award. See also 
expenditure and reimbursement. 

AUTHORIZATION A grant award, contract, cooperative 
agreement, or similar document advising payees of the federal 
funds available for a program for a specific period of time. 

AUTHORIZING OFFICIAL The individual in the payee’s 
organization who has the authority to approve those individuals 
who can request funds from the Department of Education. The 
chief financial officer is the authorizing official in most 
organizations. 

AUTOMATED CLEARING HOUSE see ACH. 
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AUTOMATED SUSPENSION An automated process 
within GAPS that identifies expired grant awards. Once 
identified, this process suspends vmexpended funds prior to 
closing out the grant award. 

AWARD A legal document, issued by a program office or by 
the Grant Policy Oversight Staff, obligating the Department to 
provide funds, through GAPS, in support of education 
programs. See also authorization. 

AWARD PERIODS Awards issued to grantees will enter 
several different periods over time. The length of the award 
periods will vary by program. These periods include: 

• Performance Period — The period of time between the 
grant award begin date and the grant award end date during 
which the grantee performs the requirements of the grant 
award. During this time, a payee may request funds, make 
adjustments to payment requests, and report expenditures 
on the award. Once the performance period ends, a grant 
award begins the close-out process. The closeout process 
includes the following periods: liquidation, suspension, and 
closeout. 

• Liquidation Period — Liquidation is the period 
immediately following the end of the performance period. 
During liquidation, no new authorizations may be made on 
an award, but payment requests and adjustments may still 
be processed for expenditures incurred during the 
performance period. Payees can also report expenditures 
during this period. 

• Suspension Period — The suspension period follows 
liquidation. During the suspension period, no new payment 
actions can take place without the approval of the program 
office. Payees can only report expenditures against the 
grant award. 
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• Closeout " Closeout follows the suspension period. 

During this period, the award is closed and any remaining 
funds are de-obligated. 

BEGIN/END DATE The month and year on which a grant 
award begins and ends. It is the funding period for the award, 
plus any amendment. Normally, the funding period is 12 
months. 

BLOCK GRANTS Grants that are specifically issued to 
gover nm ent units in accordance with statutory requirements. 
Such grants may be used for a variety of activities within a 
broad area of responsibility. 

BUDGET PERIOD Usually, a 12-month period where a 
grant award has an approved budget. See also project period 
award. 

CASH BASIS The basis of accounting where revenues are 
recorded when cash is received, and expenditures are recorded 
when cash is disbursed. 

CASH ON HAND (COH) The amount of federal funds in 
the depositor account at the payee’s financial institution which 
have not been disbursed. The balance is calculated as the total 
funds received, less the Federal share of disbursements 
reported in GAPS and any refunds received. The balance does 
not include accruals, accounts payable, or funds belonging to 
the Department of Education (e.g., interest earned). See also 
excess cash. 

CFDA The acronym for Catalog of Federal Domestic 
Assistance. For example, CFDA code 84.063 identifies a 
program in the Department (84 represents the Department of 
Education) and the program (063 represents the Pell program). 
The program code is also part of the grant award number 
issued by the Department of Education. 
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CLOSEOUT The process of closing a suspended grant 
award. During this period, the award is closed and any 
remaining funds are de-obligated. The award file is sent to the 
Federal Records Center. See also award periods. 

CONTROL NUMBER A 12-digit number assigned by 
GAPS to all payment requests. The control number is used to 
track the payment request during its processing by GAPS. It 
consists of the date of the request expressed as YYYYMMDD 
and a unique 4-digit sequence number. 

CMI A '90 The Cash Management Improvement Act (PL 1 0 1 - 
453) referred to as CMIA 90, was enacted in October 1990 for 
improving cash management practices between federal and 
state governments. 

DISBURSEMENTS The funds that payees actually spend for 
administering a grant award. Payees must report their 
disbursements on the Federal Cash Award Certification 
Statement. This term is synonymous with expenditure. 

DISCRETIONARY GRANT AWARD A grant award that 
is usually awarded by competition for a defined project of 
limited time. The conditions of this award are that no future 
funds are committed and that the grant is fully obligated at the 
time award is issued. 

DOCUMENT NUMBER See Grant Award Number. 

DRAWDOWN The process of requesting a payment from the 
payee s grant award and receiving the payment into the payee’s 
depositor account at the payee’s financial institution or bank. 

D-U-N-S Number The acronym for the Dun and Bradstreet 
Number. The D-U-N-S number is a unique identification code 
that is assigned to an institution by Dun & Bradstreet, a 
nationally recognized credit rating bureau. 

EDCAPS The acronym for the Department of Education 
Central Automated Processing System. EDCAPS is a 
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centralized financial management system designed to integrate 
the Department’s separate financial processes including 
financial management, contracts and purchasing, grants 
administration, and payment management. 

EFT The acronym for Electronic Funds Transfer. The 
transfer of funds through the Federal Reserve Bank network to 
financial institutions (or between financial institutions) using 
telecommunications. 

EXCESS CASH The amount of federal funds in the 
depositor account at the payee’s financial institution which 
have not been disbursed to recipients in the required program 
time frame, usually three business days. See also cash on 
hand. 

EXPENDITURE The funds spent to meet expenses for 
administering a grant award. Payees must report their 
expenditures on the Federal Cash Award Certification 
Statement , dXso disbursements. 

EXTERNAL ACCESS SYSTEM The system that payees 
use to access GAPS to make payment requests and report 
expenditures. 

FIRG The acronym for the Financial Improvement and 
Receivables Group, a subdivision of Financial Improvement, 
Receivables and Post Audit Operations in the Department of 
Education. 

FIRPAO The acronym for Financial Improvement, 
Receivables and Post Audit Operations, a division of the 
Department of Education’s Office of the Chief Financial 
Officer. <a, 

FPCMO The acronym for Financial Payment and Cash 
Management Operations, a division of the Department of 
Education’s Office of the Chief Financial Officer. 
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FPG The acronym for the Financial Payment Group, a 
subdivision of Financial Payment and Cash Management 
Operations in the Department of Education. 

FED WIRE A payment method allowing for the electronic 
transfer of fimds through the Federal Reserve Bank network 
directly into the payee’s depositor account at the payee’s 
financial institution. Financial institutions charge their 
customers for this service. 

FISCAL YEAR (FY) The fiscal year for the federal 
government begins October 1 and ends the following 
September 30. 

FORMULA GRANT A grant where the funds are awarded 
to a state based upon a formula defined in the program statute 
or Department of Education regulations. These fimds may be 
allocated, by a state, to local education agencies in support of 
continuous educational activities. They have a 1 5 month 
obligation period with an additional 12 months to report 
expenditures. 

GAPS The acronym for the Grant Administration and 
Payment System. GAPS is that part of the Education Central 
Automated Processing System (EDCAPS) which manages the 
complete grant cycle. By managing the complete grant cycle, 
GAPS provides full financial management support services in a 
single system. Functions supported by GAPS include 
everything fi'om obligation of award authorizations and 
disbursement of fimds to annual certification of expenditures 
and final grant closeout. In addition, GAPS controls payments 
for the Department’s programs, including payments for Student 
Financial Assistance (SFA) program grants, direct loans, and 
various other ]jrogram-related obligations. 

GRANT AWARD NUMBER The Department of Education 
assigns a unique, eleven-character number to identify a grant 
award issued by a specific office to a specific grantee. Each 
grant award has a series of codes identifying: the program 
office issuing the award, the CFDA code, the fimding fiscal 
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year, and the organization receiving the grant. For example, 
the grant award number P063P9821 1 1 1 refers to a grant issued 
by the Pell Grant program office within the Office of 
Postsecondary Education during the 1998 fiscal year. 

LIQUIDATION PERIOD Liquidation is the period 
immediately following the end of the performance period of a 
grant award. This is the first step in the closeout process. See 
also award periods. 

M-ACCOUNT LEGISLATION The National Defense 
Authorization Act of 1991 (PL 101-510, 31 USC § 1551), also, 
referred to as the M-Account Legislation, prescribes that 
federal agencies track and report on federal funds in the current 
year and for five years after the award expiration date (period 
of availability). After the five years, the Department of 
Treasury will cancel any unexpended or unobligated fimds 
remaining on an award. These funds cannot be restored. (X- 
year funds are excluded.) 

OBEML A The acronym for the Office of Bilingual 
Education and Minority Language Affairs, a program office in 
the Department of Education. 

OBLIGATION An encumbrance of funds issued by the 
Department of Education to a grantee in support of education 
projects. 

OC Object Class. Also referred to as Objective 
Classification, is a method of recording financial transactions 
in terms of the nature of the services or articles for which 
obligations are first incurred. This method is prescribed by the 
0MB circular A- 12 and the Department of Treasury circular 
1073. It is used throughout the federal government \vhen 
submitting budgets. 

OCFO The acronym for the Department of Education’s 
Office of the Chief Financial Officer. 
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OCR The acronym for the Office of Civil Rights, a program 
office in the Department of Education. 

OERI The acronym for the Office of Educational research 
and Improvement, a program office in the Department of 
Education. 

OESE The acronym for the Office of Elementary and 
Secondary Education, a program office in the Department of 
Education. 

OMB The acronym for the Office of Management and Budget. 

OPE The acronym for the Office of Postsecondary Education, 
a program office in the Department of Education. 

OSERS The acronym for the Office of Special Education and 
Rehabilitative Services, a program office in the Department of 
Education. 

OVAE The acronym for the Office of Vocational and Adult 
Education, a program office in the Department of Education. 

PASSWORD The password is a unique, eight-character 
string that may consist of letters and numbers. Payees use the 
password along with the User Identification to access GAPS. 
See also User Identification. 

PAYEE The recipient (organization or individual) of 
Department of Education funds who is responsible for 
accounting for those funds. The payee may be a single entity, 
such as a college, or a central finance office which requests 
fimds and prepares financial reports for several organizations 
within its system. 

PAYMENT The funds that GAPS has deposited into the 
payee’s account at the payee’s financial institution or bank. 

The payment must be disbursed within three business days. 
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PERFORMANCE PERIOD The period of time between the 
grant award begin date and the grant award end date during 
which the grantee performs the requirements of the grant 
award. See also award periods. 

PROJECT PERIOD AWARD A grant award covering a 12- 
month period for discretionary grants and a 15 -month period 
for formula grants that is divided into several distinct periods. 
This award is funded on a budget period that is either 
committed to or subject to the availability of funds. See also 
budget period. 

REIMBURSEMENT A method for payment of requested 
funds. Prior review and approval of payment requests, based 
on incurred expenditures, is required by the Department of 
Education before payment is made. See also disbursement and 
expenditure. 

RS The acronym for the Recipient System. A system 
containing a list, or registry, of all organizations doing business 
with the Department of Education. The system maintains each 
organization's name, address, and D-U-N-S Number or SSN. 

SERVICE BUREAU An organization providing any of the 
following services for the Department of Education: 
accumulating financial data, verifying the data received, and 
entering the data into GAPS for processing payments and 
preparing internal and external financial reports. 

SERVICER An organization or individual contracted by a 
recipient to perform financial or other services which may 
include interacting with offices at the Department of Education 
on the recipient’s behalf. 

SSN The acronym for Social Security Number. The SSN is a 
unique nine-digit number assigned by the Social Security 
Administration that uniquely identifies an individual receiving 
Department of Education Funds. 

STATUS OF AWARD See Award Periods. 
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SUSPENSION PERIOD The suspension period of a grant 
award follows the liquidation period. During the suspension 
period, no new payment actions can take place. This is the 
second step in closeout process. See also award periods. 

TIN The acronym for Taxpayer Identification Number. The 
TIN is a imique nine-digit number assigned by the Internal 
Revenue Service that uniquely identifies organizations ' 
receiving fimds from the Department of Education. 

TREASURY CHECK A method of payment in which the 
Department of Treasury issues a check to recipients. This 
method has been eliminated in GAPS. PL 1041-34 mandates 
that all Federal Payments be issued by electronic fimds 
transfer. See also EFT. 

USER IDENTIFICATION User ID. A unique eight- 
character string that the Department of Education issues to 
payees. The GAPS User ID and password are required for a 
payee to access GAPS. 
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Figure A- 22: Direct Loan Payment Request (Modify) - Confirmation Window A-49 

Figure A- 23: Direct Loan Drawdown Adjustments Window A-5 1 

Figure A- 24: Direct Loan Drawdown Adjustments -- Confirmation Window A-5 3 

Figure A- 25: Direct Loan Drawdown Adjustments (View) Window A-54 

Figure A- 26: Expenditure Reporting Menu Window , A-5 5 

Figure A- 27: Federal Cash Award Certification Statement (Select) Window A-57 

Figure A- 28: Federal Cash Award Certification Statement (IN PROGRESS) 

Window A-5 8 

Figure A- 29: Federal Cash Award Certification Statement Window Showing 

Controls A-5 9 

Figure A- 30: Federal Cash Award Certification Statement (IN PROGRESS) Window 

Ready for Submission A-60 

Figure A- 31 : Federal Cash Award Certification Statement (FINAL) Window A-61 

Figure A- 32: Federal Cash Quarterly Confirmation Statement (Select) 

Window A-62 
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Figure A- 33: Federal Cash Award Confirmation Statement Window - Cumulative 

Summary Table A-63 

Figure A- 34: Federal Cash Award Confirmation Statement Window - Quarterly 

Summary Table A-64 

Figure A- 35: Federal Cash Award Confirmation Statement Window ~ Quarterly 

Detail Table A-65 

Figure A- 36: Password Maintenance Window A-67 

Figure A- 37: Exit Window A-69 
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A.1. Introduction 

This Appendix provides a guide for users of the External Access functionality of GAPS. 
External Access enables external users to access a subset of the Payment Processing and 
Expenditure Processing functions of GAPS. 



A.2. System Requirements 

To use the GAPS External Access system, the user must have a personal computer with a 
modem and access to the Internet. The minimum recommended configuration of the user’s 
system is as follows: 

• Web browser software: Netscape Navigator 3.0, Microsoft Internet Explorer 2.0 or 
equivalent browser supporting Secure Socket Layer (SSL). 

• RAM: as required by your web-browser or Internet service provider. 

• Processor (CPU) speed: as required by your web browser software or Internet service 
provider. 

• Modem speed: 9600 Kb/sec. 

T his minimum recommended configuration should provide users with satisfactory performance 
when they use the GAPS External Access System. 



A.3. Accessing the GAPS External Access System 

GAPS External Access is available through the World Wide Web. A training web site has been 
developed as well as the production web site. The training site provides a means for users to 
become familiar with GAPS prior to using the production site. 

A.3.1 GAPS Training Web Site 

To use the GAPS Training Web site, “point” the web browser to the Department of Education’s 
web server at: 
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http://gapsweb.ed.gov/training 

The GAPS training web site has been developed for users to familiarize themselves with the 
various GAPS screens and the data contained within those screens. It also allows the user to 
become familiar with navigation in GAPS. The data contained within the training site is static 
representative data and is presented for illustrative purposes only. It is recommended that users 
access this web site and become familiar with GAPS before the user begins to use the GAPS 
production web site. The User ID and Password for the training web site are: GAPSUSER and 
TRAINING. 



NOTE: The GAPS External Access User’s Guide is designed to be used as a tutorial 
for the training web site. However, in order to provide maximum benefit during training 
sessions and to ensure consistency of data when navigating through the GAPS 
application, please use the same data that is presented on the sample screens in 
this guide. 



A.3.2 GAPS Production Web Site 



To use the GAPS Production Web Site, “point” the web browser to the Department of 
Education’s web server at: 



http://gapsweb.ed.gov 



The user will then use the on-window controls to navigate to the GAPS External Access Logon 
window. The next section describes the process of logging on to the GAPS External Access 
system. 
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A.4. 



Starting to Use the GAPS External Access System 



A.4.1 Logging On to GAPS 

To use the GAPS External Access system, log-on to GAPS using the Logon window shown in 
Figure A-1. 



Netscape - |Depattmcn( of Education Grant Administialion and Payment System] 



£3e £di| i£iew go ; BooK^ks • j2ptidn* a ■ gif odbiy ! ‘ tlefp " ' ^ *„ ’ = f ' 

Back |;! H<^- 1 ^Edit- | iReioa^ j imaaet- J ‘ Open' | pfird - [ ' Fmd< | Sic? j ■* ' 



Go to: I 

Whal'sN^? I What's CooT? ' I , DestinatiorB' l-. Nk Search I Pw^ , I ,;Soflware I ‘ 




U.S. Department of Education 

Grant Administration and Payment System 



User ID: [gapsuset 
Password: | — "=*** 

OK . I ' C^cel 



Please send your comments/suggestions/questions to: . . ■ 

Web Master . , . . 

OR ■ : : 

CaD l-800-XXX>yYYY . : ■ 

Unauthorized access to the system is illegal and may result in prosecution 



fDocumertf: Done . ‘ ■ . ' 



Figure A- 1: Logon Window 



u 
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You must enter the following information on this window: 



Table A- 1: Logon Window Field Descriptions 





1 Field 


Description 


1 o 


User ID 


A unique eight-character string that the Department of Education issues 
to authorized users of the GAPS External Access system. 


Password 


A unique, eight-character string that may consist of letters and numbers. 



GAPS masks the text typed in the password field using the asterisk “ *” character. After typing 

OK-- 

the User ID and password, submit the information by clicking the OK button — -J, or 

_ Cancel 

clear the information by clicking the Cancel button — I. 



OK 



When the user clicks- 1.^ ! , GAPS will validate the entered User ID and Password 

information against the GAPS user accounts. If the validation fails, the Logon window 
reappears with an error message. If the validation succeeds, GAPS then uses the User ID to 
determine the associated payee. At this point, one of the following events will happen: 



• If the User ID is not associated with a payee or is associated with more than one 
payee, the Logon window reappears with an error message. 

• If the number of unsuccessful attempts to log on to the system exceeds three, the User 
ID and password are disabled. The user receives a message on the window informing 
them to call their account representative to have their User ID and password reset. 

• If the User ID is associated with exactly one payee, the Main Menu window is 
displayed (Figure A-2). 



A.4.2 GAPS External Access Functions 

The GAPS External Access system enables authorized users to access the payment processing 
and expenditure reporting functions of GAPS. The user accesses the functions of the GAPS 
External Access system from the Main Menu window (Figure A-2). 
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UHJiumiiiiiii 



A«tministi«ilion <»nd livsJotnj 



Fte £<ft ycew fio fiookmaka Qptiom £^irectofy Help’ 



Back I Fot<^<afd | Honw | Edit | Refaad |- (maggs | OpwVj* : Print | Paid' | , Stop | 



Gotaj 

WhrffNow?- I What*»Coof? \< Dettaiatiom | NetSdach | Petyte |t SdftWga'| /^« 



Main Menu 



mf^a 




Vou represent State University, 4801 Fairmont Ave. #411, Myrtle Beach, HI 10567. 
Please select from one of die following options. 



, Payment Requests. , | 
Expenditure Reportngi ^ , | 
P|Mgwo|^ Manteny 



Please send your comments/suggestions/questions to: 
Account Representative@ed.gov 



Onauthor izeci access to the system is illegal and may result in prosecution 




. [Document: Dona 



Figure A- 2: Main Menu Window 



E3? 



The Main Menu window displays the payee that the authorized User ID and password represents 
and enables the user to access the GAPS External Access functions. The Main Menu buttons 
are identified and a description of each is provided below. 
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Button and Function 



V'' ■ e ht Requests, 

Go to the Payment Requests Menu. 



Description 

Enables the user to create, modify, view, and 
adjust drawdown amounts for grant payment 
requests and view grant award authorization 
history. See section B.5 for detailed 
instructions. The user may also create, modify, 
and adjust drawdown amounts for direct loan 
payment requests. See section B.6 for detailed 
instructions. 



Go to the Expenditure Reporting Menu. 



Enables the user to view the Federal Cash 
Quarterly Confirmation Statement and Federal 
Cash Award Certification Statement . Enables 
the user to adjust expenditure reporting on the 
current Federal Cash Award Certification 
Statement . See section B.7 for detailed 
instructions. 



Password Maintenance | 



Go to the Password Maintenance Menu. 



Enables the user to change the current password 
associated with the User ID used when logging 
on to the GAPS External Access system. See 
section B.8 for detailed instructions. 



Exit 

Go to the Exit window. 



Enables the user to exit (quit) the GAPS 
External Access system. See section B.9 for 
detailed instructions. 



Click the button on the Main Menu window that corresponds to the function desired. Go to the 
appropriate section of this guide for detailed instructions. 



99 



A-I2 



Payee ’s Guide 



GAPS External Access User’s Guide 



A.5. Payment Requests 



_ _ Payment Requests 

When the user clicks on the Payment Requests button — 

the Main Menu Window, GAPS displays the Payment Requests Menu window shown 
Figure A-3. 



on 

in 



;rit ol l!«tucU<iort liifiril Ailmiriistiation arul Paymwrit Syslerh) 



ifio fiptiofg girectofy ^mdow H»tp 



1^ I Edit | Retoad | lir.agr^ | Open | Print | Fmd | Stop | 



I Deattoatiom } Net Search \ Peopte | Software | 



■3 



Payment Requests Menu 



Create Pay ment Requests | 

Modify Payment Req uests | 

View Payment Requests 
Adjust Drawdown Amounts 
View Authorization History 
Create Direct Loan Payment Requests 
Modify Direa Loan Payment Requests 
Adjust Direct Loan Drawdown Amounts 
Return to Main Menu 



Please send your comments/suggesnons/questions to: 
Account Representatavefg).ed.eov 



jOocumant: Dona ^ 



Figure A- 3: Payments Requests Menu Window 



The Payment Request Menu window enables the user to access all of the GAPS External 
Access functions required to create, modify, view, and adjust drawdown amounts for grant 
payment requests and view grant award authorization history. You may also access the functions 
required to create, modify and adjust drawdown amounts for direct loan payment requests. The 
Payment Requests Menu buttons are identified and a description of each is provided below. 
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Button and Function 
‘■Create. Payment Re quests ,| 

Go to the Payment Requests (Create) window. 


Description 

Enables the user to create new payment 
requests for grant awards. See section 
B.5.1 for detailed instructions. 


ModiV Payment Requests ^ 

Go to the Payment Requests (Modify) window. 


Enables the user to modify or cancel 
payment requests that have not been 
scheduled for payment. See section B.5.2 
for detailed instructions. 


Ij, -.’ View Payment Requests ^ j 

Go to the View Payment Requests window. 


Eiiables the user to view the status of 
payment requests. See section B.5.3 for 
detailed instructions. 


|," - Adjust Drawdown Amounts .-j 

Go to the Adjust Drawdown Amounts window. 


Enables the user to adjust drawdown 
amounts between awards as long as the 
net is zero. See section B.5.4 for detailed 
instructions. 


Go to the Authorization History window. 


Enables the user to view the history of 
authorizations on the awards. See section 
B.5.5 for detailed instructions. 


|. ■ ; Create.Direct Loan PaynienlRequests - | 

Go to the Direct Loan Payment Requests 
(Create) window. 


Enables the user to create new payment 
requests for Direct Loan programs. See 
section B.6.1 for detailed instructions. 


|. ' Mbdily-Dired Loan Parent Reques 

Go to the Direct Loan Payment Requests 
(Modify) window. 


Enables the user to modify those payment 
requests for Direct Loan programs that 
have not been scheduled for payment. See 
section B.6.2 for detailed instructions. 


' Adjust DirectLoan Drawdown Amounts . ' • 

Go to the Adjust Direct Loan Payment Requests 
window. 


Enables the user to adjust the drawdown 
amounts of Direct Loan Payment requests. 
See section B.6.3 for detailed instructions. 


Return to Main Menu 

1 ^ 

Go to the Main Menu window. 


Enables the user to leave the Payment 
Requests Menu. 
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Click the button on the Payment Requests Menu window that corresponds to the function 
desired. Refer to the appropriate sections of this appendix for detailed instructions. 



A.5.1 Creating A Payment Request 



When the user clicks I 






UestS: 



on the Payment Requests Menu 



window, the GAPS External Access system displays the Payment Requests (Create) window 
shown in Figure A-4. 



id rituoiitloh lii.ird Ailminislio'iun ami Paymi;nt tlysltunl 



Options Qitoctofy Window - tidp 
lit j Rclotjd I I Open 



Bacit I Homo 



Print 



Find 









r ; I Destinations j Net Search j People j Soil ware 

, .. 



31 

- 



Requests Menu , 
2^56789 



Payment Requests (Create) 



Pay BjtIfEDWIRE Deposit Date (MM®D/YyyY):|l 0/2^/' 997 



Rf^,Nq)P^ ■' Recipient R^erence *- 'Net'Authorization Avaii^irBi^ahee • Re^est’Amoife^^^^^^^ 

|^|^^i^J234‘|Fsl0G ' - $10b;000.00 • .c'f/^0;«ici'fli6-^$5000.00'^ 

-a#: 



State University, 4801 FairTrioiflt'Ave. tMl 1. Myrfe Beach. HI 10567>’ 

.-t f K.v.-- . . ras--v 

.. .. - r^*?rric:'Kr'>-<Ly‘ 









S^0.d0a00f . $120.000:W>jIS5000.00 

■ $300:g00.0p;. V:^; 
















Figure A- 4: Payment Requests (Create) Window 



This window displays a list of the awards associated with the payee, with corresponding 
authorized and available balances, for which drawdowns can be initiated. A brief description of 
each field is contained in Table A-2. 
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Table A- 2: Payment Requests (Create) Field Descriptions 



Field 


Description 


Payee DUNS/SSN 


Displays the payee’s D-U-N-S Number (DUNS) or Social Security 
Number (SSN). 


Pay By 


Displays the default method of funds transfer for the Payee. Select 
either ACH, for direct deposit through the Automated Clearing House, 
or FED WIRE for payments by that method. 


Deposit Date 


Displays the month, day, and year of the default Deposit Date for the 
payment method selected in Pay By field. Enter desired Deposit Date 
in format MM/DDA^YYY if later than default date displayed. 


Sort 


Enables the user to sort the list of awards by its unique identifier 
(PR/Award No) or by the Recipient Reference (Recipient Reference) 
fields. 


Payee Identification 


Displays the name and address of the payee that the user represents. 


Row No 


Displays the row number buttons for each award. 


PR/Award No 


Displays the unique identifier for the grant award. 


Recipient 

Reference 


Displays the recipient reference, a payee-assigned name for each award. 
The user can change the Recipient Reference at any time. 


Net Authorization 


Displays the authorized balance for the award. 


Available Balance 


Displays the available balance for the award. 


Request Amount 


Enter the amount requested for each award. 


Number of Awards 


Displays the total number of awards associated with the payee. 


Total Request 


Displays the total dollar amount of the requests made on this window. 



The list only includes awards that are in performance or liquidation status. The list may also 
include awards in stop payment and on-reimbursement status, awards with invalid bank account 
codes, and awards that are in stop payment status. However, the Request fields for such awards 
are displayed in a “read-only” mode, (that is, they are “grayed out”) and will not accept entries. 



A.5.1 .1 Changing the Payment Method and Deposit Date 

The GAPS External Access system initially sets the Pay By method of transmission to the 
default method established for the payee in GAPS. The default Deposit Date displayed is based 
on the selected method of transmission. For payments by ACH direct deposit, the default 
Deposit Date is the current date plus two days. For payments by FED WIRE, if the current time 
is less than or equal to 12:30 p.m. Eastern Time, the default Deposit Date is the current date. 
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Otherwise, the default Deposit Date is the current date plus one day. The user can change the 
defaults for the Pay By method of transmission and the Deposit Date. However, the Deposit 
Date entered should never be earlier than the displayed default date. Entering an incorrect 
Deposit Date will cause an error when the transaction is submitted. 



NOTE: The External Access system does not automatically update the Deposit 
Date field when the user changes the Pay By method of transmission field. If the 
user changes the Pay By method, they must ensure that the Deposit Date field is 
updated according to the rules discussed above. 



A. 5. 1.2 Sorting the List of Awards 

The list of awards can be sorted by award number or recipient reference. The user changes the 
order of sort by clicking the Award or Recipient Ref radio button and then clicking the Sort 
button as shown below. 



Click here to sort listing 

A.5.1.3 Changing the Recipient Reference 

The recipient reference is a payee assigned name for each award. The user can change the 
Recipient Reference at any time. 

A.5.1.4 Viewing the Award Details Window 

k A 

When the user clicks the Row No button Ls corresponding to an award, GAPS displays the 
Award Details window for that award as shown in Figure A-5. (Note that this figure is a 
“composite” that shows the top and bottom of the Award Transaction History listing. Use the 
vertical scroll bar to see this detail.) Table A-3 describes the information fields displayed for the 
selected award. 




Select the radio button that corresponds 
to the desired sort order 



’ Award Recipient Ref 
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Beck I Fcv..rd| itow I . Edrt ,|, | | .0^ | . Prri | Rnd j . . 

'S'^'-"6oto:'| 



nma 






PR/AwardNo: 
Complfited Paymexits: 
Pencbog Payments: 
Petfonsance Period 



Date 
04/04/1 W‘ 
04/23/1997 
05/01/1997 



Award Dctells ' 

P007AS71234 Federal Si^lemental Edison Opportunity Grant 

S^.OOO.OO Status: Performance 

SIO.OOO.OO Last Date to Draw Funds: 06/30/2001 

07AM/1996 to 06/30/2001 Last Date to Report Expenditures; 06/30/2001 



! 



Airanl Xnntactiim Ififtory 

m A nAwto tiim , I^ o rn fa w m i RctfuDdx:. Returns Offseti 

' Sl^oiooo.oo'^' 

($ 20 , 000 . 00 ) . - ' - - 
■■$20,600.00^ ■ 

$ox» $o«) 

^T7^r“ Bi# 



J 






Figure A- 5: Award Details Window 



Table A- 3: Award Details Window Field Descriptions 



Field 


Description 


PR/Award No 


Displays the unique identifier for the grant award. 


Title 


Displays the CFDA/Subprogram award title. 


Completed 

Payments 


Displays payments in-transit and payments confirmed by Treasury. 


Status 


Displays the award period for the selected award (i.e., performance or 
liquidation). 


Pending Payments 


Displays payments that are not yet on a Federal Reserve Bank (FRB) 
transmission file. 


Last Date to Draw 
Funds 


Displays the date that marks the end of the award’s liquidation period. 
This is the last date on which payment requests may be processed for 
expenditures incurred during the award’s performance period. 
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Table A- 3: Award Details Window Field Descriptions (continued) 



Field 


Description | 


Performance Period 


Displays the grant award beginning and ending dates. 


Last Date to Report 
Expenditures 


Displays the date that marks the end of the award’s suspension period. 
This is the last date on which expenditures incurred during the 
performance period may be processed. After this date the award is in 
closeout status. 


Award T ransaction 
History 


Displays details and total amounts of activity on the selected award. 
Included are the transaction Date, and Changes in Authorization, 
Drawdowns, Refunds, Adjustments, Returns, and Offsets for the 
selected award. 



Return to the Payments R equests (Create) window by clicking the Return to Payment 

Return to Payment Requests (6reate) ^ ^ T 

Requests (Create) buttor ' - j. 



A.5.1.5 Requesting Payments 

The user can request payments for one or multiple awards by entering the requested amount in 
the Request field in the row corresponding to the award, as shown below. 

Enter the amount requested for each award 
into the Request Amount field 

Row No FR/Award No Recipient Reference Net An ri mrita tion Available Balance Request Amount 

ij P007A971234 (fseog $100:000.00 ■ • . • $60,000.00 |$5000 00 

^ P033A971234 |fws $200.000:00 . . • . $120,000.00 |$5000 00 

^ P063P971234' fPeli * / $300;000.00‘ $180,000.00 (isootToo 

Number of Awards: 3 ‘ -t.*; Tot^ Request: $0.00 




Discard entries and return to the P ayment Requests window by clicking 
Retu^^^^ “ ■ ' Cancel 



■ When the user clicks 
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:;'fOK ' 'L 

— - ^ ' GAPS performs the edits and validations on the entered data. GAPS displays an 

error message when it encounters one of the following conditions: 

• FED WIRE is the selected Pay By method of transmission and the bank receiving the 
funds cannot handle FED WIRE payments. 

• Deposit Date is not in the required format (MM/DD/YYYY). 

• Deposit Date is earlier than the default date for the method of transmission selected 
in Pay By. 

• Deposit Date is earlier than the award start date or later than the last date to draw 
funds. 

• Deposit Date is later than 30 days from current date. 

• A Request is non-numeric or negative. 

• All requests are zero. 

• The Request on an award exceeds the available balance displayed in the Available 
Balance field. 

If no errors are encountered, GAPS displays a confirmation window, as shown in Figure A-6, to 
ensure that the user intends to submit the information. 
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6hC: 



:C»ac«o»r ytito ‘ 



’ I " flqfead j^Ifr.sGcs | Open' | 















Payment Requests (Create) - Conltantt^t 

Payee DXJNS/SSN:123456789 Pay ByPEDWIRE Depont Date (MM^DTTlhn^ " ‘ ' 

Soft OrderAward State Univernty, 4801 Fainnosit Ave. #411, ■ ■ 

FR/Award No Raeipiant Reference Net Aotfaorixation AraiiaUe Balance .Reqaect^Anm^^,:. 
P®7A971234 FSEOG SIOO.000.00 ■ 855,006.09 

i^mwi234 Fws 8200 . 000.00 'sii5,6boo6' 

P063W71234 Pen $300,000.00 8173.000:06' ; .',.SJ®(j6^i.;-. 

Nnmbar of Award! : 3 Total ReqaaiC ' tl^jlW M W '~ ~ 

Warm&S^’Yoar choien method of traosmitsion. FED WIRE, is Cuter than ACH, hut iney^hieeehrBasfo^ 

Are you sure yea want to selmiit the reqoostt.*^ . 

Yatj Nq;| 



PieM send your ccomiefitt/suggeftiotts/queftions to: 
Account Rcpfcsentative@ed.gov 






h:U^. 



Figure A- 6: Payment Requests (Create) -- Confirmation window 



zi 



af 



Return to the Payment Re ques ts Menu win dow by clicking 
Retaro to Pov^ Requests Menu j 



If the user selects 




discards the request 



and returns to the 



Payment Requests 



S S I 

(Create) window. If the user selects — -J. , GAPS displays the “roll-up” payment request 
information in view-only mode as shown in Figure A-7 . The window displays a message in the 
upper left hand comer confirming that the payment request has been accepted. Return to the 
Payment Requests Menu window by clicking the Return to Payment Requests Menu 
button. 
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III. 




Your payment requests were accepted'* 
Return to 






; ; P^jfincnt (RoB-isp) 

Payee DUNS/SSN: 123455789 P^j^JBDWIRE DepontDate (MM®IVyYYY):10/24n997 
Sort OrderAward :SWa ttmaM kn. #411. Myrtle Beach, HI 1 0557 



Control Number Status 
1997102400001 Ready for.Schcdohng . 



1997102400002 

Office Rewew’ 

Please send your c ^ 

Account Rewetentative@edgov 



Central No Dollar 



FS/AwardNo 



Total 

$10,000.00 P007A971234 FSEOG 
P033A971234 FWS 

$5,000,00 P063P971234 Pefl 



Redptent 

Reference 



Requested 

Amount 

S5.000.00 

$5,000.00 

$5,000.00 



[Document Done ' ' 






Figure A- 7: Payment Requests (Roll-up) Window 






The window displays the payment request amounts summarized by Pay By and Control 
Number. The Control Number is a unique identifier for a group, or “roll-up” of payment 
requests — a payment schedule for the same day and the same transmission method and same 
bank account. Payment Requests that require routing to a Department of Education official for 
review are assigned a separate Control Number. 

The status is displayed for each Control Number. The status can be Ready for Scheduling, 
Waiting Program Office Review, Waiting Payments Office Review, or Waiting A/R Offset 
Determination. Control number status’ are described in Table A-4. 



Table A- 4: Control Number Status Descriptions 



Status 


Description 


Ready for Scheduling 


The payment requests rolled-up in this Control 
Number are accepted for payment as requested. 


Waiting Program Office Review 


The payment request on this Control Number is 
against an award that is “flagged” for program office 
review. The payment request will be routed to the 
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program office for review prior to approval. 


Waiting Payments Office Review 


The payment request on this Control Number is 
against an award that is “flagged” for payment 
request approval. The payment request will be routed 
to the payment office for review prior to approval. 


Waiting A/R Offset Determination 


The payment request on this Control Number is 
against an award for which there are manual offsets. 
The payment request will be routed to the Accounts 
Receivable office for review and offset amount 
determination prior to approval. 


Returned 


The payment generated for this Control Number has 
been returned to the Department of Education by the 
Federal Reserve Bank. (See Section B.5.3.) 


Canceled 


The payment request on this Control NumbGr has 
been canceled by the Department of Education during 
processing. (See Section B.5.3.) 



Requests with a status of Ready for Scheduling can be modified or canceled, if necessary, 
using the Modify Payment Requests menu option (See section B.5.2). Payment requests that 
are awaiting review and approval cannot be modified or canceled. 



A.5.2 Modifying Payment Requests 



Modify P0ytT>eht Requests • 



on the Payment Requests Menu 



If the user clicks 

window, GAPS displays the Payment Requests (Se ect) -- Modify window shown in Figure 
A-8. The window displays the payment requests with a status of Ready for Scheduling that are 
associated with the payee. 
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(ncp<M<fTu^nt oJ r<fuc<»rlon Ailmimstfahon and Payment 



£8e '£dilr^teii>- Bo-''^ -Crectoty .tfire tew 

®“* J Home' I Edil | Reload | | Open | Ptini | ' Find | Sim: ^ 






Qo to: 



_Whatil^A»? I What'iCooT? | De^Hnatiom | Net Search [ ^ Poople | Sdtvm | 

> - • ^ feqUests 

Payment Reqnettc (Sdect) - Modify 

Payee DDNS/SSN: 123456789 Payee Name: State Universi^ 

Control No: 

Start Date: 



| 09 / 24/1997 



PR/Award No: j 

End Date: fn/23/1997 



Row No Control No Control No Dollar Total Date of Deposit 

il 1997102400001 $10,000.00 10/24/1997 

^ 1997102000001 $45,000.00 10/25/1997 

Please so)id your comments/suggestions/questions to: 

Account Representaave@ed.gov 



Status 

Reacfy for Scheduling 
Re for. Scheduling 







Figure A- 8: Payment Requests (Select) « Modify Window 



Table A-5 describes the data fields on the Payment Requests (Select) -- Modify window. 
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Table A- 5: Payment Requests (Select) - Modify Field Descriptions 



1 Field 


Description 


Payee DUNS/SSN 


Displays the payees D-U-N-S Number (DUNS) or Social Security 
Number (SSN). 


Payee Name 


Displays the name of the payee that the user represents. 


Controi No 


Enables the user to locate payment requests by entering a full or partial 
Control Number. 


PR/Award No 


Enables the user to locate payment requests by entering a complete grant 
award number. 


Start Date 


Enables the user to locate payment requests by entering a “not earlier 
than” date. Defaults to the earliest payment request date associated with 
the payee. 


End Date 


Enables the user to locate payment requests by entering a “not later 
than” date. This defaults to the current date. 


Row No 


Displays the row number button for each award. 


Controi No 


Displays the Control Number assigned to a roll-up of payment requests. 


Controi No Doiiar 


Displays the total dollar amount of payment requests rolled-up in the 


Totai 


Control Number. 


Date of Deposit 


Displays the date of deposit for the payment requests rolled-up in the 
Control Number. 


Status 


Displays the status of the payment requests rolled-up in the Control 
Number. The status will always be “Ready for Scheduling” when 
modifying payment requests. 



Leave the Modify Payment Requests functio n and return to the Payment Requests Menu by 

in Return to Payment Requests Menu 
clicking y 



A.5.2.1 Finding the Payment Request to be Modified 

The user can search the list of payment requests using: 



• a Start Date and End Date, or 

• a partial or full control number and/or a full PR/Award No. 
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When searching by control number and PR/Award No, the user must provide a full PR/Award 
No. The user can use the “ *” as a “wild card” in the Control No. field. For example, entering 
“ 1997*” in the Control No. field would find all control numbers assigned in 1997 for the given 
PR/Award No. Entering “ *97*” in the Control No. field would find all control numbers with 
“97” in them for the given PR/Award No. Leaving the control number blank will return all 
control numbers for the given PR/Award No. 



To search for requests with a deposit date of October 4, 1997, for PR/Award Number 
P007A971234, enter “ 19971004*" in the Control No. field and “P007A971234" in the 

! 

PR/ Award No. fields, then click i * ‘as shown below. 



Enter a partial or full control number 
(May be left blank) 




Enter a full award number 







Payee Name: State Uni^rsity 
fT^Av/udNo: \ P007Ag712M 
■En3Date:f''- 






11 / 23/1 997 




:: 



Change Start Date and/or End Date 
If desired 




Click here to locate payment requests 
matching the criteria entered 



Note that can also change the Start Date and End Date fields to reduce the range of control 
numbers that are searched to find the desired record. While this is not required, it can speed the 
search and retrieval process. 



After entering the criteria and clicking the Find button, the listing of payment requests matching 
the search criteria appears on the lower part of the Payment Requests (Select) window. This 
window enables the user to select an existing payment request for modification. Select a control 



number from the list for modification by clicking the corresponding Row No button H. This 
action calls the Payment Requests (M odify) window (Figure A-9). Return to the Pay ment 

Requests (Select) window by clicking 



Return to Select Payment Requ^ts-?^ 
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'pt/j! Netscape' > [Dupaitmcnl of Education Gran! Adminisltation’and Payment Systeml : ' 








fio ; Help; ■ ;v,' 




ifevXT'- • ■ 




< * KEdifl-i j t ^ReiSsJ j ^Open | a 


'm-- 






j ~ WhS^Nev^il i'j besfrtati^'^ | f' Nd'S^ch ■( ' IPeopte ; | Softw<ke'j^ 












. T»v**f 7 s^ 











* . ' Payment Requests (Mo dify) 



-Payee ./ ,^^yjFEDW!RE . Deposit Date (WM/DD/^ 

f Si^ j ^^te ;^versity . 4801 Faumo^ive My^F Beach. HI ' V 

Row N(J jP^Aw^ N 0 f Re cipient Ref ez^c^ ‘ ^Net Auth orizadon : Av^ahle B alazic e ; / Re qiie ft Ambimt ; 

\ip:J|||lfep7^i^j|FSEOG * ' $ 100 . 000 : 00 ?f&#^55.oob’o4ilJ5.ooo 00 ; 

■ ;'‘-;;|"S!|'033^ ^ $200,000.00 ■ ’ ‘ '” ■ 



p- 



^ ^NunAer of Awuds; 2 ^ ■ 






VSllS.OpOiOO -1^5.000 00 
■ ' T oial Reque st: I-'.!* ^ 



. Pleas e ^ your comments/ sugge stion^quc stio^ to : ■ 
i Ac c ouht ^Repre sehtarive@e d. go v ■ -‘ ; ^ 

- ~ ■'"•v ■; / ' 

. ^ "■ .'■ .: 'fc 

P;6cufrici^. Djbne>“ .',• . ■ - ‘ ~ 



Cancel!' 






Figure A- 9: Payment Requests (Modify) Window 



A.5.2.2 Modifying the Selected Payment Request 

The Payment Requests (Modify) window enables the user to modify or cancel a selected 
payment request that is ready for scheduling. The Payment Requests (Modify) window is 
similar in appearance to the Payment Requests (Create) window. The field descriptions are 
the same as those listed in Table A-2. The only difference is that the data fields on the Payment 
Requests (Modify) window are filled in with the payment request information corresponding to 
the selected control number. 

The user can modify the Pay By method of transmission, the Deposit Date, the Recipient 
Reference and the payment Request Amount for the selected control number. 



NOTE: To delete a payment request, change the corresponding Request 
Amount to zero. 
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a 



To discard changes and.retumt^the Pa yment Requests (Selec t) window, click either 



Return to Select Payment Requests 



or 



Cancel 



To save the changes made, click Vr~==='/which initiates the same edits as described for the 
Payment Requests (Create) window. If no errors are encountered, GAPS displays the 
Payment Requests (Modify) - Confirmation window (Figure A-10). 



ol t ffinMbnn iit-inl Adminisli.tlinn .md Poyinonl 



' I Open 



Back i 1 Hofw ( Edit • | Retead | 



Print 



Fnd 



I WhaftCod? | Dwtinationt | Net Search | Poopte | Softwate | 




^ Return to Select Peyment Requests 



J 



Payment Requests (Modify) - Conflnnadon 

Payee DUNS/SSN: 123456789 Pay ByJFEDWIRE Deposit Date (MM/DD/YYTY); 10/24/ 1997 
Sort OrdcrAward State Univertity, 4801 Fainnom Ave. #411, Myrde Beach, HI 10567 

FR/Aw«^ Ne Recipient Reference Net Aathoiization Ayailable Balance Request Amount 
P007A971234 FSEOG $100,000.00 $54,000 00 $6,000.00 

P033A971234 FWS $200,000.00 $113,000.00 $7,000.00 

Number of Awards: 2 Total Request: $13,000.00 

Warning- Youf choscn method of transmission, FED WIRE, is faster than ACH, but may have a transfer fee. 
Wannog: AH payment requests with zero dollar amounts will be canceled. 

Are you sure you want to submit the request? 

Yes I No I 



Please send your comments/suggesQons/questions to; 
Account Ret>fesentative@ed gov 



Docajmert: Done 









Figure A- 10: Payment Requests (Modify) — Confirmation Window 



A.5.2.3 Reviewing and Submitting the Modification 

Review the Payment Requests (Modify) -* Confirmation window to insure that the 

Yes I 

modification is correct. If the user clicks^ the modification is submitted to GAPS and the 

Payment Requests (Roll-up) window is displayed (see Figure A-7 above) confirming the 
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modification. To discard changes and return to the Payment Requests (Select) window, click 






Requests 



or 



No' 



A.5.3 Viewing Payment Requests 



Tn view navment rppuA^tc, regardless of their status, select 

■ H „ „ , 

■ 111 from the Payment Requests Menu. This calls up the 
Payment Request (Select) — View window shown in Figure A-1 1. This window is identical 
to the Payment Request (Select) - Modify window displayed when selecting Modify 
Payment Requests from the Payment Requests Menu. The difference is that the window 
displayed after the View Payment Requests Menu is selected displays control numbers with a 
status of Ready for Scheduling, Waiting Program Office Review, Waiting Payments Office 
Review, Waiting A/R Offset Determination, Returned, and Canceled. Control number 
status codes are described in Table A-4 above. 



Leave the View^Pavment Rfinne.«5t.<; function and return to the Payment Requests Menu, 

l^^^fef'Return to Payment Requests Menu | 

click ^ '• 
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H I Edit I Reload | Iffiagcs | Open \ Print | Fi^'^ 1 ; : ^i^( V 

^ .vyj 

- 1 Wh<rtVCool? .| De^inations | Net Sewch | Peopte |. Software | - • 




P5T- 



to Payment Bequests Menu ;^r * . | 

^vymmt Requests (Sdect) - View 

Payee DUNS/SSN: 123456789 Payee Name; State University 

Control No: 

iStart Date; 






[09/24/1 997 



PR/Award No: | 

End Date: [11/23/1997 






•RowNo Control No Control No Dollar Total Date of Deposit Status 

; -. $13,000,00 10/24/1997 Rea<ty for Sche<^ 

^ S5,000,00 10/24/1997 f Waiti^ Pigment. Office Review 

' J : ' - .1997102000001 $45,000.00 10/25/1997 



Rea<ty for Scheduling 



-^^ase' comments/suggestions/questions to: 

Done "v‘ . 






Figure A- 11: Payment Requests (Select) - View Window 



A. 5. 3.1 Finding the Payment Request to be Viewed 

Search the list of payment requests using: 

• a Start Date and End Date, or 

• a partial or full control number and/or a full PR/ Award No. 

When searching by control number and PR/Award No, the user must provide a full PR/Award 
No. The user can use the “ *” as a “ wild card” in the Control No. field. For example, entering 
“ 1997*” in the Control No. field would find all control numbers assigned in 1997 for the given 
PR/Award No. Entering “ *97*” in the Control No. field would find all control numbers with 
“97” in them for the given PR/Award No. Leaving the control number blank will return all 
control numbers for the given PR/ Award No. 
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A.5.3.2 Viewing the Selected Payment Request 

The Payment Requests (Select) -- View window enables the user to select an existing 
payment request for viewing. Select a control number from the list by clicking the 

corresponding Row No button B. This action displays the Payment Requests (Roll-up) 
window shown in Figure A- 12. 




Degtinaliortt { Net Search 



■ Ci^etUc^y V^indow '■•Help; ■- 
Reload 1 -r- I 

Pedpl.-/| 



jSefed Parent Requests | - Xv-,;' *: 'r, - 

Paj-ment Requests (Roil up) 

Payce‘DUNS/SSN: 123456789 P ay By ? ED WTPvJt Dep o sit t> at^ (MM/DD/ YY Y Y)- Vb/24/ 1 997 

Sort'OrderAward Stat? Ur-vjrsity. 4 SO 1 F airrnont Ave. #4 11 . Myrtle Beach, HI 1 0567 

• ••■,. „ Control No DoUar .„ Recipient. .Requested 

Control Number Status Total FR/AwaidINo Reference . , toount 



1997102400001 



Ready for 
Scheduling 



$13,000.00 P007A971234 FSEOG 
P033A971234 FWS 



. $ 6 , 000 . 00 ; 
$7,000.00' 



Please send your comm ents/suggesti o ns/ rac; tons to. 
Account Representahve@.ed gov 



iDociment: Doj'ic 



£3? 



Figure A- 12: Payment Request (RoH-up) Window for View Payment Requests 



q , Return to the Payment Requests (Select) windo w by clicking 



RetUmid Select Payment Requests 



A.5.4 Adjusting Drawdown Amounts 



,.,The GAPS External Access system provides users with the flexibility to adjust their drawdowns 
to reflect actual expenditttres in accordance with their internal accounting records. An 
adjustment is the movement of drawn funds from one grant to another. The adjusted net draws 
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should reflect a payee’s actual expenditures so that the Department of Education’s records will 
agree with the payee’s own internal accounting records. Thus, if the payee draws too much, they 
can adjust or redistribute their drawdown requests between their grant awards to meet other 
iimnediate expenditures, as long as the net change is zero. Payees are still required to draw funds 
only as needed to meet inunediate disbursement needs. Immediate disbursement needs are 
those which will occur in the next three business days. 



Adjust Drawdown Amounts 



on the Payment Requests Menu, 



When the user clicks— 

GAPS displays the Drawdown Adjustments window shown in Figure A-13. 



t itiw:rrfion liitwil rtfiJ INiyBicnt Syilem| 



£iio gookmaiks Option ^iiactoiy Help 

Bacfc I I Home | Edit | Reload | | Open | Pr^ | Find | | 

^ Goto;| 

WhafeNew? j WhaftCool? j Dettinatiom \ Net Search ) People j Software ( 

Return to Payment Requests Menu | 

Drawdown Adjustments 

Payee DUNS/SSN-. 123456789 State University, 480 1 FairmontAve. #41 1. Myrie Beach. HI 10567 
^^■1 ^ Award Recipient Ref 




PR/Award No Recipient Reference Net Authorization Available Balance Net Dra^v Adjustment 



P007A961234 FSEOG 


SIOO.OOO 00 


S54.000 00 


$46,000 00 \: 


P033A971234 FWS 


S200.00C 00 


S 113,000 00 


SS7.000 00 1 


P063P971234 PeO 


S300.000.00 


S175.000 C0 


Si 25.000 OC |! 


Total 


S600, 000.00 


$342,000.00 


$258,000.00 




OfC 1 


Cancel | 





Please send your comments/suggesbons/qucstions to: 
! Document bone 



% 






Figure A- 13: Drawdown Adjustments Window 
Table A-6 describes the fields on the Drawdown Adjustments window. 



119 

er|c ^- 3 ^ 



Payee ’s Guide 




GAPS External Access User's Guide 



Table A- 6; Drawdown Adjustments Window Field Descriptions 



Field 


Description 


Payee DUNS/SSN 


Displays the payee’s D-U-N-S Number (DUNS) or Social Security 
Number (SSN). 


Payee Name 


Displays the name and address of the payee that the user represents. 


Sort 


Enables you to sort the list of awards by its unique identifier 
(PR/Award No) or by the Recipients Reference (Recipient 
Reference) fields. See Section B.5.1.2 above for instructions on using 
this field 


PR/Award No 


Displays the unique identifier for the grant award. 


Recipient 

Reference 


Displays the recipient reference, a payee-assigned name for each award. 
The user can change the Recipient Reference at any time. 


Net Authorization 


Displays the net authorization for the award. 


Available Balance 


Displays the available balance for the award. 


Net Draw 


Displays the net total of all drawdowns for this award. 


Adjustment 


Enables you to enter the adjustments to net draws. 



NOTE: The sum of all adjustments entered into the Drawdown Adjustments 
window must be zero. 



This window enables the user to adjust drawdown amounts between awards in performance or 
liquidation status. For example, in Figure A- 13, $8,000 in excess of immediate cash needs was 
requested from award P033A971234. This drawdown has been reallocated to meet immediate 
cash needs for awards P007A961234 and P063P971234 by making the appropriate entries in the 
Adjustments field, rather than sending the excess cash on award P033A971234 back to the 
Department o f Education. 



NOTE: The GAPS External Access system does not automatically update the 
Total Adjustment field when data is entered in the Adjustment field. This field 
will be updated during the submission edit process. 



The user can discard chang es and return to the Payment Reouests Menu window by clicking 



Return to Payment Requests Menu 



or 



Cancel 



When the user clicks 
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GAPS performs the required edits and validations on the data entered into the 



Adjustment field. GAPS displays an error message when it encounters one or more of the 
following conditions; 

• An adjustment amount is non-numeric. 

• All of the adjustments are zero. 

• Sum of adjustment amounts is non-zero. 

• Adjustment amount is negative and; 

— the award is in stop payment or on-reimbursement status, or 

— the grantee associated with the award is in stop payment status, or 

— the current date is earlier than the award start date, or 

— the current date is later than the last date to draw funds. 

• Adjustment amount is negative and exceeds the available balance displayed on the 
window. 

• Adjustment amount is positive and exceeds the available balance. 

When the edits for a requested adjustment are complete and correct, GAPS displays the 
Drawdown Adjustments — Confirmation window in a “view only” mode (Figure A-14). 
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»A< NeUca^ -jlDe^tineo t/brCdijcatioh Giant Adri«ini«Uation a 



Edil yiew So Bookm«k< 
Back 



t’lind l\iymL‘nl’Svslfn»l 




^ 6olp: 

What’t New? I What's Cool? 



Return to Payment Requests Mang ' • .■ * • 



?|ia:y • .; 



. - Cf' 



Di^do^'AdJu$Wmtt||Co^ .. 

Payee DUNS/SSN: 1 2?*156789 State Universtty;-4801 Faii^S'A?i’;)Mil1^ . ' 

Sort Order Award ■ ‘ ^ ‘ ‘ ■ ■ 



P007A961234 FSEOG 
P033A971234 FWS 
P063P971234 PeU 
Iota] 



Ar e you 



V"’ 

;, 

C'l^si^pp.pfl ’_: H.ooo'bo ' 

sipo.opo.oo ■'• • {'sfttpo.ob -"^pbp'o ’(ss.oob.'oo) 
*^.bbrpob:6p , Tm'pbbipo sVbf.poabb ■'vss.obb.oo ' 

;’$o.oo' ‘ 




Figure A- 14: Drawdown Adjustments - Confirmation Window 



Review the Drawdown Adjustments 

1 Ves I 

correct. If the user clicks izzz — 



Confirmation window to insure that the modification is 

the modification is submitted to GAPS and the Drawdown 
Adjustments (View) window is displayed (Figure A-15) confirming the modification. To 
discard changes and return to the Payment Requests Menu window, click 



Return to Payment Requests Menti 



No 



Oi' 



n 
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HSBBm 












|- Piwt I '• F>id'-'| ’Bto?' | " V‘'' ; "'' 

I^NrtSttach I Peo^ | Software | 




- ♦ : | 

Drawdown Adjustments (View) 

Pa 3 ree DUNSj^^: 1234^89 State University, 480 1 Fairmont Ave. #411. Myrtle Beach, HI 1 0567 
Sort Order: Award 

PR/Award No Rec^ieiit Reference Net Aothorization Available Balance Net Draw Ai^ustment 
P007A961234?F^G ^ ’ 

P033A971234,F^ v 

P063P971234 ^ T.-T? ' V 

Xot^ . 



$100,000.00 
’ $200,000.00 
$ 300 , 000.00 

$ 600 y 000 ^ 



$ 49 , 000.00 $ 51 , 000.00 $ 5 , 000.00 

$ 121 , 000.00 $ 79 , 000 . 00 , ($ 8 , 000 . 00 ) 
$ 172 , 000.00 $ 128 , 000.00 $ 3 , 000.00 

$342,(H)0.00 S258^^ $0X» 



The drawdown amounts have been adjusted. 



Please send your comm^xits/sdgge^oh^cpiestions to: 









Figure A- IS: Drawdown Adjustments (View) Window 



[Bi^ 



A.5.5 Viewing Authorization History 



When the user selects 



7^;^:' History 



from the Payment Requests 



Menu, GAPS displays the Authorization History window shown in Figure A- 16 . 
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Nelscape - IDepailmenl ot Education Gtant AdminisUalion and Payment Sysleml 



ui 

f 



Window tjdp;" 



!ngqcs'|>'Dpen*' 



'.Pfinil’^l ' "Fhrid ’ 



mmwj 






to: 






New?^^^ X.WhatVfiw^ J^De<tirv^^v | Net Search j People | . Soltwaie | ;«v"‘.;. ; . ^ J ' f/: 

\d:.i '■■ 




V Return" to Peyment Requests M^nu 



Anthdrizadon History (09/13/1995 -; 10/23/199^ ' 



Payee DUNS/SSN:-! 23456789 Payee Name: State University 

Start Date: 109 / 23/1995 

PR/Award No.: 






End Date: |l0/23/i99? 



■' ■■ 



TO/Awd No * Date CEmge in Authorizations Cumulative Autho 
p6o7A971234:04/o3/1997 ■ $120,000.00 $120,000.00? 

04/23/1997 ($20,000.00) $100,000.00 ; 

P033A97-1234 04/24/1997 $200,000.00 $200,000.00; . '. 

P063P971234 04/2^/1997 $300,000.00 $300,000.00/ - 



Please send your comments/suggestions/questions to: 
Account' Representative@ed.gov 






Document Dong 



Figure A- 16: Authorization History Window 



a-?‘ 



Table A- 7 describes the fields on the Authorization History window. 



Table A- 7: Authorization History Window Field Descriptions 



Field 


Description | 


Payee DUNS/SSN 


Displays the payee’s D-U-N-S Number (DUNS) or Social Security 
Number (SSN). 


Payee Name 


Disolavs the name and address of the payee that the user represents. 


Start Date 


Enter the earliest date for the authorization history desired. 


End Date 


Enter the latest date for the authorization history desired. 


PR/Award No 


Enter the unique identifier of the grant award for which authorization 
history is desired. 


Authorization 
History Table 


This table displays the authorization history consisting of the PR/Award 
Number, the transaction Date, the Change in Authorizations on that 
date, and the Cumulative Authorizations for that award. 
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The window initially displays the authorizations made since an award’s inception. The start date 
defaults to the earliest authorization date and the end date defaults to the latest authorization 
date. The user can view the history over any given period by modifying the Start Date and End 



Date fields and clicking 



To view the history of a single award, enter the desired grant 



award number in the PR/Award No. field and click the Find button. 



Return to the Payment Requests Menu window by clicking 
Return to Payment Requests Menu . ; ; 
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A.6. Direct Loans 

The Payment Request Menu window (Figure A-3) enables the user to access the GAPS 
External Access functions required to create, modify, and adjust drawdown amounts for direct 
loan payment requests. The following sections provide detailed instructions for using the Direct 
Loan functions of the GAPS External Access system. 



A.6.1 Creating Direct Loan Payment Requests 



When the user clicks 






on the Payment 



Requests Menu window, the GAPS External Access system displays the Direct Loan 
Payment Requests (Create) window shown in Figure A- 17. 



Ji./ N bpt! . - • 1 0 pp til Vnient of . E Huy’ at ion fi i Adm in> s? i inn < >nii I *'*y^*^' 



Ete £dit, 



BC3D 



Back ^ 



yiew : Bo, 






N^r-’l : What't C^ r.j '.vDe^inatkm^ 

• Return to P otent [^'quests MenJ; ’7 

Direct Loan Payment Requests (Create) 







Payee DUNS/SSN: 123456789 Pay z\ DepositDatc (M^D/YYYY):1 v:-- 

Statc University, 4801 Fairmont Ave. #411, Myrtle Beach, HI 10567 



School Academic Year Request Amount Last Date to Draw Funds 

|iv:;::To ^ 09/30/1998 

^ 09/30/1998 •. ; 

h::::. :: ” 09/30/1998 



Campus A 1998 
Campus B 1998 
Campus C 1998 



Total Request: 



$0.00 

OK 



Cancel . 



Please send your comments/suggrstions/questions to; 
DLAccount Representative @ed gov 



Document- Dor-e 



ZJ 






Figure A- 17: Direct Loan Payment Requests (Create) Window 
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This window displays a list of Direct Loan awards associated with the payee, sorted by school 
and academic year, for which drawdowns can be initiated. A brief description of each field is 
contained in Table A-8. 



_ _I?hle_A- 8: Direct Loan Payment Requests (Create) Field Descriptions 



Field 


Description j 


Payee DUNS/SSN 


Displays the payee’s D-U-N-S Number (DUNS) or Social Security 
Number (SSN). 


Pay By 


Displays the default method of funds transfer for the Payee. Select 
either ACH, for direct deposit through the Automated Clearing House, 
or FED WIRE for payments by that method. 


Deposit Date 


Displays the month, day, and year of the default Deposit Date for the 
payment method selected in the Pay By field. Enter the desired 
Deposit Date in MM/DDA’^YYY format if later than default date 
displayed. 


Payee Identification 


Displays the name and address of the payee that the user represents. 


School 


Displays the schools that the payee represents for the drawdown of 
Direct Loan funds. 


Academic Year 


Displays the academic years for which Direct Loan funds mav be drawn 


Request Amount 


Enter the amount to be requested for the Direct Loan payment 


Last Date to Draw 
Funds 


Displays the last date on which the user can request the drawdown of 
funds for a particular school and academic year combination. 


Total Request 


Displays the total dollar value of the drawdown requests made on this 
window. 



NOTE: Each School and Academic Year combination displayed on the Direct 
Loan Payment requests (Create) window is equivalent to a Direct Loan 
document in GAPS. 



A.6.1.1 Changing the Payment Method and Deposit Date 

The GAPS External Access system initially sets the Pay By method of transmission to the 
default method established for the payee in GAPS. The default Deposit Date displayed is based 
on the selected method of transmission. For payments by ACH direct deposit, the default 
Deposit Date is the current date plus two days. For payments by FED WIRE, if the current time 
is less than or equal to 12:30 p.m. Eastern Time, the default Deposit Date is the current date. 
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Otherwise, the default Deposit Date is the current date plus one day. The user can change the 
defaults for the Pay By method of transmission and the Deposit Date. However, the Deposit 
Date entered should never be earlier than the displayed default date. Entering an incorrect 
Deposit Date will cause an error when you submit the transaction. 



NOTE; The External Access system does not automatically update the Deposit 
Date field when the user changes the Pay By method of transmission field. If the 
user changes the Pay By method, they must ensure that the Deposit Date field is 
updated according to the rules discussed above. 



A.6.1.2 Requesting Payments 

To request payments for one or multiple awards, enter the requested amount in the Request 
Amount field in the row corresponding to the award, as shown below. 



Enter the amount requested for each Direct Loan 
into the Request Amount fieid 




School Academic Ye^ ; .’Request Amount to IDrawR^ds 

'169/30/1998' ; 



Campus A 1998 ■; -, 


'jsioooo 00 


t ' 


Campus Bt1998 


'|$20000.00 


J 


Campus C 1998 ^ 


;|$30000.00 




Total Request: 




$0^6 



j|^/30/1998,.;K. 






169/^6/1998 



To discard entries and r eturn to the Payment Requests window, click 

Return to Payment Requests Menu ... ' , ;Gancel’ ) 

^ *' — — ' 01 -* When the user clicks 

— - jjjAPS performs the edits and validations on the entered data. GAPS displays an 

error message when it encounters one of the following conditions: 

• Deposit Date is not in the required format (MM/DD/YYYY). 

• Deposit Date is earlier than the default date for the method of transmission selected 
in Pay By. 
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• Deposit Date is earlier than the performance period start date or later than the end of 
the performance period. 

• Deposit Date is later than 30 days from current date. 

• A Request Amount is non-numeric or negative. 

• The Request Amount on an award exceeds the available balance displayed in the 
Available Balance field 

• All requests are zero. 

• FED WIRE is the selected Pay By method of transmission and the bank receiving the 
funds cannot handle FED WIRE payments. 

If no errors are encountered, GAPS displays a confirmation window, as shown in Figure A- 18, to 
ensure that the user intends to submit the information. 



1^/ 


|flr:p'nhit<:rtl «rt I dut; rition Adminisiititinn and I'ltytnonl Systeinl 


Hr^Qi 




9 -’ gq gifocloiy ^rtdw ■ Help 




• ^Back‘C|" PoK 


:Hpm©V j' ;T.Edir - .-s- . j Open j Print j Find | j 






0 People | SoftMse | 


4R| 





i^f^'SB|f:R0B5a^,y/IREiDeposil■Date(^^^ 






to DrawFondt 

09/30/1998 
'$;jo‘;00p. 00 09/30/1998 
■TCo.Ppo’do; 09^0/1998'’’ 

^S60,Oro'ob 






■- .'■' ., 

method 0 is faster than ACH, but may have a transfer fee. 



.u - ■ 



Are you sure you ^\*ant to submit the request? 
Yes I -No I 



"Please send your coraments/suggestions/questions to; 
Docurr^; Done 



z] 



Figure A- 18: Direct Loan Payment Requests (Create) — Confirmation Window 
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If the user selects 






the system discards 
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the request and returns to the Direct Loan Payment Requests (Create) window. If the user 

Vss I 

selects — — J, GAPS displays the payment request information in “view-only” mode as shown 
in Figure A- 19. The window displays a message in the upper left hand comer confirming that 
the payment request has been accepted. To return to the Payment Requests Menu window, 
click on the Return to Payment Requests Menu button. 






NeUcdi^^tpepmlmenliof W 






rie yiew fio gookmarkt Qptiom Qrectory ^mdow Help ■ 

^ I I I Retoedl ^ I Open j Print | Find" | ^ 

Go to; I 



What's New? { What'sCooT? j Destinatbrw j Net Search I People i Softwaie ; 






. : >jur pa>Tn?:t: requesls v/.-re accepted 



Return to Payment Requests Menu 



Dtrect Loan Payment Request! (View) 'A ' 

Payee DUNS/SSN; 123456789 Pay ByPEDWIRE Deposit Date (MM/DDnrYYY):10/24/i997 /j - ■ • 

State University, 4801 Fairmont Ave Myrtle Beach. HI 10567 "'i V-' • - Z* -• 

Control Number Status Requested Amotmt School * V ..Acadfihdc Ye^ 

1997102400003 Ready for Scheduling $10,000.00 Campus A ' : 199.8 ^ 

1997102400004 Ready for Scheduling $20,000.00 CarTq>us B ' ’ 

1997102400005 Ready for Scheduling $30,000.00 Campus C ‘ : * ■ T 1998 ‘ • . 



■?. •■iVv r r * 



Please send you:' con'!menis.^3uggesLor;.'/ques::ons to 
L- LAcc ount Repr es entative@ed. eov 



Docyvi-nt boric ' ” . ‘ 

Figure A- 19: Direct Loan Payment Requests (View) Window 

The window displays the payment request amounts summarized by Pay By and Control 
Number (a unique number used to identify a request). Payment Requests that require routing to 
a Department of Education official for review are assigned a separate Control Number. 

The status is displayed for each Control Number. The status can be Ready for Scheduling, 
Waiting Program Office Review, Waiting Payments Office Review, or Waiting A/R Offset 
Determination. These status codes are described in Table A-9. 
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Table A- 9 : Control Number Status Descriptions 



1 Status Description 


f^eady for Scheduling 


The payment request on this Control Number is 
accepted for payment as requested. 


Waiting Program Office Review 


The payment request on this Control Number is 
against an award that is “ flagged” for program office 
review. The payment request will be routed to the 
program office for review prior to approval. 


Waiting Payments Office Review 


The payment request on this Control Number is 
against an award that is “ flagged” for payment 
request approval. The payment request will be routed 
to the payment office for review prior to approval. 


Waiting A/R Offset Determination 


The payment request on this Control Number is 
against an award for which there are manual offsets. 
The payment request will be routed to the Accounts 
Receivable office for review and offset amount 
determination prior to approval. 



Requests with a status of Ready for Scheduling can be modified or canceled, if necessary, 
using the Modify Payment Requests function (See section B.6.2). Payment requests that are 
awaiting review and approval cannot be modified or canceled. 



A.6.2 Modifying Direct Loan Drawdown Amounts 



If the user clicks 



Modi^ Direct Loan Payment Requests 



1 



on the Payment 



Requests Menu window, GAPS displays the Direct Loan Payment Requests (Select) -- 
Modify window shown in Figure A-20. The window displays Direct Loan payment requests 
with a status of Ready for Scheduling that are associated with the payee. 
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nirbf;E’Ucaltim^Gia^ Adnimi^tidlwri and Paymimt ^Spslcm 



;fio(^ tT^s Options Oirectofy ;^ffidow ijelp . _V^ 

"I Reload'l !r.;>.s I I Piinl| ■ | :' 






/ f^W^af t Naw?^^ I Destinations | Net Search j Peop^ | Sottwae | 



3 




•. V Vf' jy.Rejuni to Payment Requests Menu | . , 

,. Direct Loan Payment Requests (Select) - Modify 

> jPayecDUNS/SSN: |l23456789 jPayce Name: jState University 

lAcademic Year: ;[ 



Coifebl No: .r-' 



L\ 

J 



il 



y, kh Find I 



:13T“ 



lEnd Date: 











'.‘No;;- 


- Contral No j 






1997102400003; 






i W102400004 j 






I997'id2400005 j 



Control No 
DoDar Total 



Date of 
Deposit 



Status j School 



S 10.000,00 1 10/24/1997 | icampusA 

; 1 Scheduling ' j 



.vJ^ademic 
■ ^Vear 



. . ,1998 



$20,000,00 ! 10/24/1997 | iCanipusBi -1998 

j I Scheduling i I'.u-’ * 

$30,000.00 1 10/24/1997 i icampv 

; 1 Scheduling j ; 



•VV19'98 



jDoctimonl; Done 



Jj 






Figure A- 20: Direct Loan Payment Requests (Select) Window 

Table A- 10 describes the data fields on the Direct Loan Payment Requests (Select) window. 



Table A- 10: Direct Loan Payment Requests (Select) Field Descriptions 



Field ! Description | 


Payee DUNS/SSN 


Displays the payees D-U-N-S Number (DUNS) or Social Security 
Number (SSN). 


Payee Name 


Displays the name of the payee that the user represents. 


Control No 


Enables the user to locate payment requests by entering a full or partial 
Control Number. 


Academic Year 


Enables the user to locate payment requests by entering the academic 
year. 


Start Date 


Enables the user to locate payment requests by entering a “not earlier 
than” date. Defaults to the earliest payment request date associated with 
the payee. 
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Table A-10: Direct Loan Payment Requests (Select) Field Descriptions (continued) 



Field 


Description | 


End Date 


Enables the user to locate payment requests by entering a “ not later 
than” date. This defaults to the current date. 


Row No 


Displays the row number button for each control number. 


Control No 


Displays the control number assigned to a payment request. 


School 


Displays the school associated with the payment request on this control 
number. 


Academic Year 


Displays the academic year associated with the payment request on this 
control number. 


Control No Dollar 
Total 


Displays the total dollar amount of the payment requests on the control 
number. 


Date of Deposit 


Displays the date of deposit for the payment requests on this Control 
Number. 


Status 


Displays the status of the payment requests on the Control Number. The 
status will always be Ready for Scheduling when modifying payment 
requests. 



Leave the Modify Direct Loa n Payment Requests function and return to the Payment 
Requests Menu by clicking ' I | 

A.6.2.1 Finding the Direct Loan Payment Request to be Modified 

Search the list of payment requests using: 

• a Start Date and End Date, or 

• a partial or full control number and/or a full Academic Year 

When searching by control number and Academic Year, the user must provide a full Academic 
Year. The user can use the “ *” as a “wild card” in the Control No. field. For example, 
entering “ 1997*” in the Control No. field would find all control numbers assigned in 1997 for 
the given Academic Year. Entering “* 97 *” in the Control No. field would find all control 
numbers with “97” in them for the given Academic Year. Leaving the control number blank 
will return all control numbers for the given Academic Year. 

133 



A-46 



Payee's Guide 



GAPS External Access User’s Guide 



To search for requests with a deposit date of September 4, 1997, for Academic Year 1997, enter 
“ 19971004*" in the Control No. field and “ 1997" in the Academic Year fields, then click 




as, shown below. 



Enter a partial or full control number 
(May be left blank) 



\ 



Change Start Date and/or End Date 
as desired 



Enter an Academic Year 



- y 









CO 






C ontr6liNo;4'«fe 


(~ 1 997 1 CX34 * ' t Xc 


]1997 ; 






11/23/1937 



'iiS- 'yilii- 




Click here to locate payment requests 
matching the criteria entered 



Note that the user can also change the Start Date and End Date fields to reduce the range of 
control numbers that are searched to find the desired record. While this is not required, it can 
speed the search and retrieval process. 



After the user enters the criteria and clicks the Find button, the listing of payment requests 
matching the search criteria appears on the lower part of the Payment Requests (Select) -- 
Modify window. This window enables the user to select an existing payment request for 
modification. Select a control number from the list for modification by clicking the 



corresponding Row No button 






(Modify ) window (Figure A-21). Re turn to the Payme nt 
clicking 



Re^ml'p Select Payment Requests* | |j 



This action calls the Direct Loan Payment Requests 

Requests (Select) window by 
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ftiofc I Fa vytjf Haw | Edil~ ( Bdoad | ~ | Open | Print | Fnd | | 

^ . .. Gotej 

■Whit1iWai^'|- Whrf»Cpd? | Datfnafont | NdSoych | Peopte ( So^twaio | 

"vT-. ftA^,^SelectP!^entfa j 

Direct Loan Payment Requests (AlodWy) 




Payee DUNS/SSN: 1234 56789 Pay By Deposit Date (MM/DD/YYY'f) 

State 00761^.4801 Fainnont Ave. #411. Myrdc Beach, HI 10567 

Sehoo! Acadia^ Year Request Amount Last Date to Draw Funds 
Campus A 1998 |»iO Oc: : ; 09/30/1998 

Total Request: $10,000.00 

OK I Cancel | 

Please send your comments/suggestions/quesuons to; 

DLAccovmt JRepresentative@ed.flov 




V 

Figure A- 21: Direct Loan Payments Requests (Modify) Window. 



A.6.2.2 Modifying the Selected Direct Loan Payment Request 

The Direct Loan Payment Requests (Modify) window enables the user to modify or cancel a 
selected Direct Loan payment request that is ready for scheduling. The Direct Loan Payment 
Requests (Modify) window is similar in appearance to the Direct Loan Payment Requests 
(Create) window. The field descriptions are the same as those listed in Table A-8. The only 
difference is that the data fields on the Direct Loan Payment Requests (Modify) window are 
filled in with the payment request information corresponding to the selected control number. 

The user can modify the Pay By method of transmission, the Deposit Date, and the payment 
Request Amount for the selected control number. 



NOTE: To delete a payment request, change the corresponding Request 
Amount to zero. 
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To discard changes and return to the Payment Requests (Select) window, click either 

Cancel [ 



To save the changes, click 



;'Ck 



This initiates the same edits as described for the Direct 



Loan Payment Requests (Create) window. If no errors are encountered, GAPS displays the 
Direct Loan Payment Requests (Modify) -- Confirmation window (Figure A-22). 



|> 4 < Nijtsc<ip« r (Depaitmenl ol Education tiianl Adminislialion and Paj^ment SvHeml -Hr ' 






Qiptiohs • ♦ £irw^y .^^fidoW ■ " - ' ‘ ‘ ‘ - 










. :':V ■ ■ 


t Cpoi?. ^’( v | Se‘«f^ ‘ | ' . Pei^' | C Software | . 


, , .V . 


y^H 


r ■' ;• . • ' _‘v . .« A ' . ■ — — r — ^ ^ ^ 







• to Selsd ■- [ ■: , " ■ 

Loan Payment Requests (Modify) - Confirmation 

- ^Pay By fcep psit D 1 0/24/1 9 97 ‘ ■ ';* 

♦St^ Uiiiyersity, 480 1 E toont Avc. #4 1 1 . Myitlc'Bcach, HI 10567 

Sc^ol ' 'Academic Year j'Request Amotint Last Late.tO'Lraw Funds 

09/30/199? . 

J ' Total Request >; $15,000.00 

chosen rnetho?of transniission, FED WIRE, is faster than ACH, but may have a transfer fee 
Warhi^:.^ payrnentreq^ dollar amounts will be-cancelled. 

; ‘-V ' - Are you sm e you w'aiit to submit tlie request? 

* -Yes'l \ 

Please send yotr comments/suggestions/questions to; 

DLAc count Reiore sentative@ed.gov ■ 



pdpurwf^ Dora J . ' L' ■>? 






Figure A- 22: Direct Loan Payment Request (Modify) - Confirmation Window 



A.6.2.3 Reviewing and Submitting the Modification 

Review the Direct Loan Payment Request (Modify) -- Confirmation window to insure that 

Yes I 

the modification is correct. If the user clicks the modification is submitted to GAPS and 

the Direct Loan Payment Requests (View) window is displayed (see Figure A-19 above) 
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confirming the modifi catio n. To discard changes and return to the 
window, click Return to Select Payment Requests 



Payment Requests (Select) 




A.6.3 Adjusting Direct Loan Drawdown Amounts 



The GAPS External Access system provides users with the flexibility to adjust your drawdowns 
to reflect actual expenditures in accordance with your internal accounting records. An 
adjustment is the movement of drawn funds from one Direct Loan document to another. The 
adjusted net draws should reflect a payee’s actual expenditures so that the Department of 
Education’s records will agree with the payee’s own internal accounting records. Thus, if the 
payee draws too much, they can adjust or redistribute their drawdown requests among their 
Direct Loan documents to meet other immediate expenditures, as long as the net change is zero. 
Payees are still required to draw funds only as needed to meet immediate disbursement needs. 
Immediate disbursement needs are those which will occur in the next three business days. 



When the user clicks 



~ Adj u sfD ire d Lo an Drawdown Amounts 



on the Payment 



Requests Menu, GAPS displays the Direct Loan Drawdown Adjustments window shown in 
Figure A-23. 
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\j^y ‘^0^ f 
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to Payment Requests' Menu ^ ^ 




Direct Loan Dranvdown Adjustments 



Payee DUNS/SSN: 123456789 State University, 4801 Fairmont Ave. #411. MyilJe Beach. HI 10567 

. School Academic 
1998 

Campus B 1998 
‘Campus C 1998 
Total 

I I 

Please send your comments/suggestions/questi^s to: ■■ 

DLAc count Representativc@ed.gov 

■ ■|0ociim«nf: Don© • ' ' ' ^ ^ ^ -rTT- f q 

Figure A- 23: Direct Loan Drawdown Adjustments Window 



Year Net Draw Adjustment 

$46,000.00 [t^IGOOO 
$87,000.00 |-nu00G0 
$125,000.00 |-i2DrjO 00 
$258,000^ $0.00 



Table A-1 1 describes the fields on the Direct Loan Drawdown Adjustments window. 



Table A- 11: Direct Loan Drawdown Adjustments Window Field Descriptions 





Description 


Payee DUNS/SSN 


Displays the payee’s D-U-N-S Number (DUNS) or Social Security 
Number (SSN). 


Payee Identification 


Displays the name and address of the payee that the user represents. 


School 


Displays the schools that the payee represents for the drawdown of 
Direct Loan funds. 


Academic Year 


Displays the academic years for which Direct Loan funds may be 
drawn. 


Net Draw 


Displays the net total drawdowns for this loan. 


Adjustment 


Enables the user to enter the adjustments to net draws. 



NOTE: The sum of all adjustments entered on the Drawdown Adjustments 
-window must be zero. 
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This window enables you to adjust drawdown amounts between Direct Loan documents. For 

This window enables the user to adjust drawdowns among Direct Loan documents. For 
example, in Figure A-23, $3,000 in excess of immediate needs was requested against Campus 
B’s Academic Year 1998 Direct Loan document and $2,000 in excess of immediate needs was 
requested against Campus C’s 1998 Direct Loan document.. This money has been reallocated to 
meet immediate needs for Campus A’s 1998 Direct Loan program by making the appropriate 
entries in the Adjustments field, rather than sending the excess cash back to the Department of 
Education. 



NOTE: The External Access system does not automatically update the Total 
Adjustment field when data is entered in the Adjustment field. This field will be 
updated during the submission edit process. 



To discard c hanges and return to the Payrnent Reguests Menu window, click 
Return to P'ayment B^^^^ . | ;r Cancel 



or 



OK- 



When the user clicks 



GAPS performs the required edits and validations on the data entered into the 
Adjustment field. GAPS displays an error message when it encounters one or more of the 
following conditions: 



• An adjustment amount is non-numeric. 

• All of the adjustments are zero. 

• Sum of adjustment amounts is non-zero. 

• Adjustment amount is negative and: 

— the Direct Loan Document is in stop payment status, or 

— the Direct Loan institution associated with the Direct Loan Document is in 
stop payment status, or 

— the current date is earlier than the start date, or 

— the current date is later than the last date to draw funds. 



When the edits for a requested adjustment are completed and correct, GAPS displays the Direct 
Loan Drawdown Adjustments - Confirmation window (Figure A-24) with a message that the 
payment request has been adjusted. 
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AdminrsUotum arid Payment -^ysl^ml 



Options 0»octo(y l^lp' 

I '^gny^d } ' Homo ; \ Edit { Re)oad ) 'r. j": : { Open | PrN \ Find | ( 

'I Wham's CooT? | Destinations } Nei S earch } People | Software | 



' B'etuiTVto Poymont Requests Menu 



Direct Loan Drawdown Adjustments - Confirmation 



Payee DUNS/SSN: 123456789 State University, 4801 Fairmont Ave, #411. Myrtle Beach. HI 10567 




School Academic Year 
Campus A 1998 
Campus B 1998 
Campus C 1 998 
Total 



Net Draw At^ustment 

551.000. 00 S5.000.00 

584.000. 00 (S3.000.00) 

S123.000.00 (S2.000.00) 
$258,000.00 $0.00 



Aie you sur e you want to adjust the amount.s? 



Please send your coraments/suggestions/questions to: 
DLAccount Representative rgje 6. gov 




[Document: Dona 






Figure A- 24: Direct Loan Drawdown Adjustments - Confirmation Window 



To discard changes and return to the Pa yment Reque^ Menu window, click 



Return to Payment Requests Menu 




or— 


i OK 

When the user clicks — > 



the adjustment is submitted to GAPS and the Direct Loan Drawdown Adjustments (View) 
window is displayed (Figure A-25) confirming the adjustment. 
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fio fiookmafk* flptiom Qfoctoy ^ndo*» HoJp 


■. t.' ^ 
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■ j Home 1 Edit j Rdoad j ■ j Open | Print 


1 r«i 1 
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^ Go to 1 

What's Nevv? | 


What's Coof? 1 Dextboriom | Not Search | Peofilo | 


SoftviMra . 
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■ ^ Return to Payment | 

Direct Loan Drawdown Adjastmcnts (Mevi^ 

Payee DUNS/SSN; 123456789 State University, 4801 Fairmont Ave. #411, Myrtle Beach, HI 10567 

School Academic Year Net Draw A^ostment 
CampusA 1998 $51,000.00 $5,000.00 

CampusB 1998 $84,000.00 ($3,000.00) 

CampusC 1998 $123,000.00 ($2,000.00) 

Total $258,(M)0,00 $0.00 

Tr.e crawdown amoiiiits have been adjusted. 

Please send your commenti/suggcstions/questioDS to: 

DLAccount Renre sentative@ed.gov / 



- 

■ 






.Document: Done 









Figure A- 25: Direct Loan Drawdown Adjustments (View) Window 



To return to the Payments Request Menu wind ow, click 
j f Return to Payment Requests Menu I 
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AJ. Expenditure Reporting 



Enter the expenditure reporting function by clicking the Expenditure Reporting button 

1 Expenditure Reporting j| 

I ■ ■ ■ — ‘ Q from the Main Menu window (shown in Figure A-2). The 

Expenditure Reporting Menu window is shown in Figure A-26. 



IP qpA'ilfneht'j^ , E c^atwW; G iotI Admimsli at iw ;aW PayTOn\,S'y<i emj v HEI B 



File £dil yiew fio bookmarks ^tiom Qiiecjkxv yyindow iiejp 

Back. I ro I Homo | Edit | Rdoad |- Im^gev j Open | Print } find -j . yStbp- 
^ . Go to. p 

What‘s New? | What‘t CooT? | Dettinatiore | NetSeatcb | People j Sotiwere | 




Expenditnre Rq)ordiig Menu 



. . Fed erol Cosh A»mi6 Ceftificntion Ste^ n^ent ;n' « | 

■ FederoJ Cosh Quwtsrty Conf i r m oti on State rn e nt • V- ' , ^ [ 

r ' BshJm to Mein Msnu^ '• - ;• | 



Please send your comments/suggestions/questions to: 
Account Re;:'resemrtHve(tp,ed.gov 



Figure A- 26: Expenditure Reporting Menu Window 



13? 



Two types of expenditure reports can be accessed on-line: 



Click 



-0deral Cash .Award Certification Statement 



to access the 



Federal Cash Award Certification Statement . This statement is generated on June 30, at the 
end of an award period, when a school closes, or when the payee changes for certain awards. 
(Awards for programs that are "flagged" with an indicator on the Subprogram Base Record 
do not receive this report.) After payees receive a hard-copy of the statement (which lists the 
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payee’s activities for award documents for which they are responsible) they are required to 
confirm the validity of data presented in the statement, and return the statement to the 
Department of Education by the due date. The payee can also view the statement on-line, 
input the cash expenditure amounts, print the report and mail it to the Department of 
Education. See Chapter 4 and Appendix F in this guide for detailed instructions. 



Click 



Federal Cash Quarterly Confirmation Statement 



J- to access the 



Federal Cash Quarterly Confirmation Statement . This statement is generated in 
December, March, June, and September for most award types. A hard-copy of the 
statement will be mailed to the payee. This statement is similar to a bank statement and 
contains cumulative grant information as well as a payee’s drawdown activity and 
authorization changes for the quarter. The GAPS External Access system allows payee’s to 
view the statement on-line. A hard-copy may be printed as well. 



No modifications may be made to the Federal Cash Quarterly Confirmation Statement . 
Payees should use this statement to reconcile their internal accounting records with the 
records of the Department of Education. Payees need only return the statement or contact the 
Department if they disagree with any of the information contained in the statement. See 
Chapter 4 and Appendix G in this guide for detailed instructions. 



Leave the Expenditure Reporting function by clicking the Return to Main Menu button. 
^ BatumJb Main Menu . ' . j. 



A.7.1 The Federal Cash Award Certification Statement 



When the user selects 



Federal (iash Awm'd'GertificeSbh^^ 









— from 



the Expenditure Reporting Menu window, GAPS displays the Federal Cash Award 
Certification Statement (Select) window shown in Figure A- 27. Return to the Expenditure 

Reporting Menu window by clicking |— 



A.7. 1 . 1 Selecting a Statement to View 

The window initially displays statements with a Statement Date in the one year period ending 
with the current date. The End Date defaults to the current date and Start Date defaults to the 
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current date one year earlier. View the statements for a s pecifi c period by modifying the Start 

f"ind I 

Date and End Date fields and clicking the Find button I 1. 






gookmaK«‘ ' Btactogr ^ihidow • tldp - ' ‘ 



I Forward { Homo | > Edit | Rek>«l | imago | Open | Prgtf ( Fmd | Scop | 



S 66ldl 

Whrt’tNdw? I WhaftCbot? | / Dattirwtiom- |' Net Search | Peopb | Softwye | 






Return to' Expenditure Reporting Menu 



F^lcral Cash Award Cortiflcatloii Statcsiioit (Sdcct) 



Payee Dun/SSN: 123456789 Payee Name: State University 



Start Date: |06/0l/l996 



End Date: |1 0/02/1 997 



Rnd 



Row No Statement Date 
lj 06/30/1997 

^ 06/30/V996 

Please send your comments/suggestions/ciuestions to: 
Account Representative@ed.gov 



Jijal [Document Dora I 

Figure A- 27: Federal Cash Award Certifleation Statement (Select) Window 



A specific statement is selected by clicking on the Row No button corresponding to that 
statement. When this is done, GAPS displays the Fadaral Cash Award Cartification 
Statement (IN PROGRESS) window (Figure A-28), if the statement selected is the most 
current one. 



NOTE; Expenditure reporting changes can only be dorie on 

Cash Award Certification S tatement. Prior Federal 
r^Hifinntinn Statements can only be viewed. (See the Federal Cash Award 
Certification Statement (FINAL) window in Figure A-31 .) 
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Jlplions ^irectCMy . ^in^w ' t|e^^ , ■ ■ ■• 




I Flel^;|;;;;:^g^s I Qp^n' | 'PtH :|..,Find . | . .. : .4* • 




What's New? I Whai'tCool? | Destinations [ Net Seatch | People | ' Soflwaie 



• Return to Select Cash Ceftification Statsment ' 



Federal Cash Award Certification Statement (IN PROGRESS)’ • 

As of [06/30/1997] ' ‘ 







;5VvV^v . ■ A 






D 66un»nl,^c^k;,> : 









' fH- 








'iZzJ 


• k^v-” *' 




Lej^G“hk.^ 








Adjas^k j 


ii-'l NetDHivw- 




li 






Q9;by 3rd... Fedfei^ Cash •; 






bf 16/30] 


Bvstnesa 




after {6/30];- 




















W0.000:00.ij|$35.000 00 




?J$5.000 


00 


it - ; 


<#'|$£6b; 


l;:J.au,opp;go^ 


:|t8o.ooooo 




;);S$p:pg^ 


‘!|$o.oo 






;Sf$0?00 


;Si20,'Ooobb! 

■ ■ . V .- 

$240,000.00 


.f^l 20.000.00 

$235, ( 


Ddordo.- • $5,000X10 f! 


^($0.00 




j. 

$5’,ddpl6o 


l^SOJOO ' 












vn' 




mm- 


above .table, pi 


ease reallocate ] 


^otij&dsyd 




aw^ds 




iflec]fy^i^ac1 


-il 














C”-*<vk 





Figure A- 28: Federal Cash Award Certification Statement (IN PROGRESS) Window 



A.7.1.2 Using the Selected Statement 

Federal Cash Award Certification Statements are generated for payees assigned to CFDA 
subprograms that require annual certification statements. These statements are generated on 
June 30, at the end of the award period, when the payee changes, or when a school closes in 
order to provide positive year-to-date certification on their drawdowns and expenditures. At this 
time, the payee will be required to resolve and certify any excess cash balances to the 
Department. (However, payees should be resolving excess cash balances throughout the year.) 
Payees must return the Federal Cash Award Certification Statement by August 31st in order to 
avoid delays in receiving their federal funds. Using the on-line version, the user reports 
expenditures during the past fiscal year, print the report and mail it to the Department of 
Education. You will be allowed to report expenditures on-line only until the report due date. 

Payees are required to report their expenditures by PR/Award No. The Federal Cash Award 
Certification Statement (IN PROGRESS) window lists the payee’s activities for awards they 
are responsible for, and is designed for them to enter the expenditure information. 
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At the bottom of the Federal Cash Award Certification Statement (IN PROGRESS) 
window (Figure A-29), the certification signature blocks and the Submit (Report 

Submit (Report Expendit ures) | 



Expenditures) button 
Progress) button 



Save (Work-in-Progress) 



i, the Save (V^rk-in- 

Cancel 



, and the Cancel butto 



,Jh 



appear. 






£tev;:£dil ‘Yiow fib fiookmatks Options QiioctCTy )^in dow Help 
♦ BaS'' ;|'Fc/tv5'd I Home 1 Edit | Reload | : • ] Open | Print 



I J 



'K'-GotO'.ll 



[ WhaftCool? [ Desthatiortt | NetSeetch | People | Software | 




_ 3. Attach a letter, signed by a certifying official, stating why you do not owe the Department the amount totalieo m column 
F. " . ■ 

AUTHORIZED CERTIFYING OFFICIAL 

icertify to the best of my knowledge that this statement is true in all respects and that all expenditures have been made for the 
purpose and conditions of the grant or agj'eement. 

'Si^atureV Statement Submitted: 






_(Extension)_ 



T^e or Print Name and Title: 

Tcl^hone: (Area Code) (Number) 

Return this completed form by 08/31/1997 to; Tbe Financial Payment Group - Customer Assistance/ 

U S Department of Educ anon AccountabiHty Unit Representative responsible for your account is; 

Financial Payments Group Account Representanve 

600 Independence Avenue. SW (202) 401-XXXX 

Washington D.C. 20202-4331 Account_Representanve@ed.gov 



Submit (Report Erpendilutes) | _ 

Please send your comments/suggestions/quesuons to 
Account Rg|jre>en:ative<ii!e'.i y-v 

'rt \.qjl ’Documcini; Done 



Save (Work-in-Progress) 



Cancel 






3? 



Figure A- 29: Federal Cash Award Certification Statement Window Showing Controls 



Clicking I 



Cancel 



returns t he user to the Expens e Re portin g Menu window without further 

adjustments to expenditure 



Save (Work-in-Progress) 



J, 



action. When the user clicks 
data are saved so the user can return later and continue working. 



If the user clicks D Submit (Report Expenditures) | £ the Federal Cash Award 
Certification Statement (with expenditure adjustments you have made) is displayed in a “ view 
only” mode (Figure A-30). A message at the bottom of the window asks the user to confirm that 
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they want to submit the Federal Cash Award Certification Statement to the Department of 
Education. Clicking the Yes button will submit the report. Clicking the No button returns the 
user to the modifiable version of Federal Cash Award Certification Statement (IN 
PROGRESS) window as shown in Figure A-28. 



ot l.iiucidton Administiiilion Syileraj . ~ 



£dl fio fiookmarks JJpljof» Qirectofy JHelp 

Back I | Hotto { Edit | Retoad | -•t.v } Open | Print | Find | 

^ Gotol 

What'tNaw? j What'iCooT? | Da<tnatiom j Net Search { Peopto | Softwate j 



nn,Q 




Federal Cash Award Ccrdflcadon Statement (IN PROGRESS) 
As of [06/30/1997] 



Payee DUNS/SSN: 123456789 Payee: State Universtty, 4801 Fainnont Avc. #411, Myrtle Beach, HI 10567 



PB/AmrdND 


(A) 

N»t AadMrfatlitB 


(B) 

NetDmvt 


(C) 

Cum. Fed Cuk 
Eiyeudlturee 
ueff6/30) 


Federal Cask Witk 
Rftc^leitt as of 
(6/30] 


(I) 

Amt. U CoL 0 eip.by 
3fd Business Day 
after (6/30| 


(F-D-D 

Federal 

CMhWbk 

Reclpkxl 


P007A971234 


$100,000.00 


$40,000 00 


$35,000 00 


$5,000.00 


$5,000.00 


$0.00 .- 


P033A971234 


$200,000.00 


$80,000.00 


$80,000.00 


$0.00 


$0.00 


$0.00 - 


P063P971234 


$300,000.00 $120,000.00 


$120,000.00 


$0.00 


$0.00 


$0.00 r 


Total* 


$600,000.00 $240,0004)0 


$235,000.00 


$5,000.00 


$5,000.00 


WM y 






Are you rare you want to submit expenditures? You will not be able to modify snhniitted expenditures online. 




IDocumen^ona " - - | 




Figure A- 30: Federal Cash Award Certification Statement (IN PROGRESS) Window Ready for Submission 



The user cannot change the expenditure data on-line once the Submit (Report Expenditures) 
button is clicked, but they can display the Award Certification Statement in its final form in a 
“view only” mode in the Federal Cash Award Certification Statement (FINAL) window 
(Figure A-31). Note that the hard-copy certification with original signature must also be returned 
to the Department of Education Financial Payments Group. 
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|yt/NjeUcap^|Depafireeh! ofX.ducatio^^i^n^dfbihini^Udn 



£ to .;£<& ; )[w» vfio fiookmafkj' Qptiofw {directory )^^indow Help 




'•'Back^:*|'»^o*wafij I Home | Edit j Reload | K'iii :*.n | Open | Print |'- Find | ■ 5 fop V| 




■ Go to: I 

■ What*»New? | What'sCoof? | Dettinatiore | Net Search } People j Soflwafe 



-3 




Please f«nnt diis repO!!. check die apprcp:i:-ite :icfion item, arid ni:ul the pniit-out to your account representative. Tne reporting 
process is Cvinpieie orJy after die print-out 1: recer.-ed 

Be advnsed that you •A'Ji nc 4 be able to us-t tins on-ime fuiicuon to repoit vo>4:- e:-:pendimres until a new report is generated. 



Return to Select Cash Certificolion Statement 



Federal Cash Award Cerdflcadon Statement (FINAL) 
As of [06/30/1997] 




Payee DTOS/SSN. 123456789 


Payee- St 


ate University, 4301 Fainnont Ave #4] 


1 . Myrtle Beach. HI 10567 






(B) 


(C) 


(D-B-C) 


(E) 


(F=D-E) 




(A) 


Cum. Fed Cash 


Federal Cash With 


Amt. in Col. D exp. by 


Adjusted Federal 


PR/ Award No 


Net Authorization 


Net Di-aws 


Expenditures 


Recipient as of 


^rd Business Day 


Cash With 






as of [6/30] 


(6/30J 


after [6/30] 


Recipient 


P007A971234 


SIOO.000.00 


$40,000 00 


S35.000 00 


$5,000.00 


$5,000.00 


$0.00 


P033A971234 


$200,000.00 


$80,000 00 


{SO.000.00 


$0.00 


$0.00 


$0.00 


P063P971234 


$300,000.00 $120,000 00 


$120,000 00 


$0.00 


$0.00 


$0.00 


Totals 


$600,000.00 $240,000.00 


$235,000.00 


$5,000.00 


$5,000.00 


$ 0.00 ^ 


Juiflj I Document: Done 










a-? 



Figure A- 31: Federal Cash Award Certification Statement (FINAL) Window 



A.7.1.3 Exiting the Federal Cash Award Certification Statement 
To return ^hp. Federal Cash Award Certification Statemen t (Select) window, click 
^stum to Select Cash Certification Statement 

at the top of the window. 



A.7.2 The Federal Cash Quarterly Confirmation Statement 



The Federal Cash Quarterly Confirmation Statement is generated for payees four times a year 
in order for the payee to verify the transactions for each of their PR/Award Numbers. The 
purpose of this function is to enable the user to view and print the quarterly confirmation 
statement information on-line. When the user selects 



Federal Cash Quarterly Confirmation Statement 



, GAPS displays the Federal 



Cash Quarterly Confirmation Statement (Select) window shown in Figure A-32. 
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Netscape - [[)ep<M>roent ol education Utanl Artministtotion Ofwi Paymcnl Sysleml 



FSe £di yww Jjo gookmarlis Qptions jjffcclory ii^ndow yelp 
Beck | - Home | Edit | Reload | irvv-^v | Open | Print | Find | 

^ Goto. I 

WKartMew? I What'»Coorp | De^tinatiom | NetSoMch | People | Software | 



' Return To Expenditure Reporting Menu 




Federal Cash Quarterly Conflrmadon Statement (Select) 



Payee DUNS/SSN: 123456789 
Payee Name. State University 

^ ^ JXJL-SEP r OCT-DEC 

Quarter 

^ JAN-MAR APR-JUlvT 



Fiscal Year j' ;?' 



SelBct I 



Please send your comments/suggestions/quesuons to: 
Account RepresemaGve@ed gov 



(DooiiniBnt Done | ^ 



Figure A- 32: Federal Cash Quarterly Confirmation Statement (Select) Window 



To return to the Expendit"'’® Rp^norting Menu window, click on the Return to E xpenditure 
Reporting Menu button g;.urn To Expenditure Repnuing Menu | 



A.7.2.1 Selecting a Statement to View 

The user can specify the quarter and the fiscal year of the desired statement by selecting the 
appropriate radio button and fiscal year on the Federal Cash Quarterly Confirmation 

SbIscI I 

Statement (Select) window, and then clicking the Select button ' 

When the user clicks Select, GAPS displays the Federal Cash Quarterly Confirmation 
Statement window for the selected fiscal year and quarter as shown in Figures A-33, A-34, and 
A-35. 
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A.7.2.2 Using the Selected Statement 

The Federal Cash Quarterly Confirmation_Statement window presents three tables for the 
selected statement: the Cumulative Summary, the Quarterly Summary, and the Quarterly Detail 
tables. The Cumulative Summary Table (see Figure A-33) lists recipient awards and six 
cumulative totals, from inception of the grant award through the end of the selected quarter, for 
each award. The cumulative totals displayed are; Net Authorizations, Cumulative Draws, 
Cumulative Refunds, Net Adjustments, Net Draws and Available Balance. The draws and 
available balances displayed exclude the drawdown amounts that have not been confirmed for 
payment. 



’^^Helscapo - IDcpailmunl of Education Giant Aclminisliation and Payment Systecnj 






- .* 7 . . .... 



Goto:! 








‘Payee CpNS/SSN: '12345^89 
■Payee N^e: '• State University ■ ' ' 

Payee Address/^ 4801 Fairmont Avc. #411, Myrtle-Beach^ HI 10567 



CUMULATIVE SUMMARY TABLE 
(As of 06/30/1997) 



A'W'ard 



(A) 

Net 

Authorizations 



(B). . 

Cumulative 

Dra^vs 



(G) 

Cmnulative 



(D) 

Net 



CE) 

(B-C+D) 



(D 

(F=A-E), 

Available 

Balance 

m[o6j^.oo 



Refunds Adjustments Net Draws 

JP007A971234 $100,000.00 $28,000.00 $0.00 $2,000.00 $30,000.00 

'\ip.033A971234 $200,000.00 $42,000.00 . $0.00 $3,000.00 $45,000.00 $155^0)00! 0 ^ 

fPocumenL Done’ * . , 7 . ‘ .'.E3 ? v 



Figure A- 33: Federal Cash Award Confirmation Statement Window — Cumulative Summary Table 



The Quarterly Summary Table (see Figure A-34) lists the recipient’s awards. It displays the 
Available Balance at the end of the previous quarter, the Available Balance at the end of the 
selected quarter, and quarterly totals for Net Changes in Authorizations, Draws, Refunds, and 
Net Adjustments. 
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Notscfipo - IDopailmonI ol 1’ iJucolion liront Adminishotion onri i’.iymortl (ivslom| | 


HQia 


E3e £dit £o godcmaiks Options Oifoctoiy 

8«ck 1 rr.f 1 Homo | Edit | Rdoad | Imtigsv ( Open | Print | Find | | 


t^1 Go to; 1 jJ 

What’s Now? 1 What's CooJ? | Destinatiom ( Net Search | People | Software ( 


Ni 







P063P971234 $300,000.00 $125,500.00 $500.00 ($5,000.00) $120,000.00 $180,000.00 

Total $600,000.00 $195,500.00 $500.00 $0.00 $195,000.00 $405,000.00 



QUAH.TEHLY SUMMARY TABLE 



Award 


(A) 

AvaHable 

Balance 

(03/310997) 


NetCh®8e.i„ „ f , , ® 

An&omation Net A^uitmenU 


(D 

(F=A+B-C+D-E) 
Available Balance 
(06^)0997) 




P007A971234 


$0.00 


$100,000.00 $28,000.00 $0.00 


$2,000.00 


$70,000.00 




P033A971234 


$0.00 


$200,000.00 $42,000.00 $0.00 


$3,000.00 


$155,000.00 




P063P971234 


$0.00 


$300,000.00 $125,500.00 $500.00 


($5,000.00) 


$180,000.00 




Total 


$0.00 


$600,000.00 $195,500.00 $500.00 


$0.00 


$405,000.00 








QUARTERLY DETAIL TABLE 






1 






Transactions 









Award 


Date 


Changes in tn > 

Drawdowns 

Autnomaiioo 


Refunds 


A4Rstments 


P007A971234 


04/04/1997 


$120,000.00 


- 


jj 


. iDocumervt: Done 








■ 1 • ; ■ ■ . ■ (. sa? 



Figure A- 34: Federal Cash Award Confirmation Statement Window -- Quarterly Summary Table 



The Quarterly Detail Table (Figure A-35) lists the recipient’s awards and provides the date and 
amount of Authorizations, Drawdowns, Refunds and Adjustments on the awards during the 
selected quarter. The returns and offsets are included in the drawdowns column with codes ‘RE’ 
to identify the transaction as a return, and ‘OF’ to identify the transaction as an offset. 
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netscape - [Dcpailment ol Education Giant Administration and Payment SystemJ 


£& ' £cfl ;y«w i£o;/£«3pkmar^^^^^ 








g.:;Go'fcl 




Whi»t|s;N w | 5. j j’Nct'So^i- j '• People, .'j %i 


* ;< ..vj..-/ . ■' - kv.-- - ■ .fir.':.: . • • -..s ■ ^ 


'r* -XV'-- V ‘•itti,:. .t . 



’ - " detail Tyi^IE,. ■ 

> V •Transactions'' . ' . 

Drai^owns 



• A\^d ‘ Date ■ ■ , ' ^ 

T ' ‘ ■ . V _ ■ : ' . Aumonzation 

iPb’07A97^^^ ;;*y\iy20,000. 00 

/' y-;yT;' . ';-,r.(M/23/l?9^ . ’. ($20,000.00) 

K ■• 1 . .&S 8 .C!pO: 0 Gi;' 

;po33X9lT23^ ■■ _;S "• ' ^ i2oo;6oo. 00 T' x ; 



• '/■ 

Refonds 



.$ 20 , 000.00 ‘ 



:■ M/24/1 997.; 

ypST67l997;" 

^05(15/1997* 

\ 06 / 7 lh' 9 ^ ' 

■M/2 5/1997 
5o^01/1997 



■' r' ; 05/05/1997 . 



.P063P97.1234 



$300,000.00 



^$17.00d;'00 

$25.00d:0p 

■$52,000.00 



Adjustments 



$ 2 , 000.00 



$3,000.00 



:$ 5 po_.oo .. 



(S5.000.00) iJ 
Q-? 



Figure A- 35: Federal Cash Award Confirmation Statement Window - Quarterly Detail Table 



A payee is expected to review the quarterly confirmation statement, and report discrepancies in 
authorizations to the program office representative and drawdown, return, and adjustment 
discrepancies to the payment account representative at the address shown at the bottom of the 
statement. 



A. 7.2.3 Exiting the Federal Cash Quarterly Certification Statement 

Return to the Federal Cash Quarterly Confirmation Statement (Se lect) window by clicking 



Retum to Select Quarterly Confirmation Statement. 



at the top of the window. 
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AoBo Password Mamtemance 



Enter the pa ssword maintenance function by clicking the Password Maintenance 



Password Maintenance 



button on the GAPS Main Menu window (Figure A-2). The 
Password Maintenance window shown in Figure A-36 enables the user to change the 
password associated with the GAPS User ID used during the log-on. 



'4e £dk View go gookmarks 


Qptiom Qiiectofy 


yelp , > .;■ 




Back j ■ : j Home j 


Edit } Reload j 


■ 1 Open j Prinl j Find j j 




Go to: || 

What's New? | What's Coo!' 


1 Destinatbns j 


Net Search j People j Software { 




Return to Main Menu 


J 










Password Malntenanc« 






Please 


enter your current password: 





Please enter your new password; f 
Please re-enter your new password: p 



Change Password 



r^le.ise !''er.d yotj: ccrrjrien:5(.tiiggestions/q>,test:ons to 
Ao C'-iunt rt,!!ri:-: es‘:^nranv!?.c?>e'-i 2ov 

' it - '-•..■'•i' • > ■ :i legal may m pr.‘o ’.e-v -.r. .oj. 



Dcci.meot. Done 



S3? 



Figure A- 36: Password Maintenance Window 



The user is prompted to enter the current password, enter the new eight-character password, and 
then re-enter the new password for confirmation. When this is complete, click 

Change Password I 

I — 1 and, if the new password is confirmed, the password associated with 

the User ID is changed. From this point on. the new password must be used to log-on to the 

n Return to Main Menu If 

==- — 1 U 1 

External Access system functions. 



to access the other GAPS 
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A.9. Exiting The Gaps Externai Access System 

To exit (or “quit”) the GAPS External Access system, return to the GAPS Ext ernal Access 



■ Exit;;-. 



system Main Menu (Figure A-2) and click the Exit button 
This completes the session and displays the Exit window (Figure A-35). 




■ Thank you! 

, / Clipk'beiow to re-enter the U. S. Department of Education's Grant Administration, and Pa 5 rment System. 

’ V.. ‘ > 



Ple^e scnd'^ouP cdxnments/suggestions/questions to: 
■ Web Master •. • * 

Call l-8b;0:'j&X:YYy^ 



■GAPS I 



iDocunientl'Dbne 



Figure A- 37: Exit Window 



[yf/ Netscape - |h!!p://ed252974/dev/exil.aspl A. •• ‘ 


• • •, .V •• • ; 


i jfil 1 x| 


£3eV£ifil i^tndow’ Help - ‘ 






B'Tdit ' . j ,/Rel^ Open ■ [ Prht * j • Find ^V| ' Stop 






. 1 ' AA/haWHew ;| tiol?/ ; Deitriations • j Seatch* j People j Software ^ V ( 






r " 'Z' " ^ ' " ^ 





Q-? 



After exiting the GAPS External Access system, either close the browser or “point” it to a new 
Web site. The user can re-enter GAPS External Access system by clicking on the GAPS button 



GAPS 



This returns the user to the GAPS External Access system Logon window. 
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Service Bureau Payment Request Procedures 




SERVICE BUREAU PAYMENT REQUEST RECORD 
(See detailed instructions beginning on next page ) 




LINE 1 


D-U-N-S Number 


LINE 2 


User ID and Password 


LINE 3 


Payment Method 


LINE 4 


Grant Award Number 


LINES 


Recipient Reference 


LINE 6 


Amount Requested 


LINE? 


Requested Deposit Date 
MM/DD/YYYY 


LINES 


Grant Award Number 


LINE 9 


Recipient Reference 


LINE 10 


Amount Requested 


LINE II 


Requested Deposit Date 
MM/DD/YYYY 


LINE 12 


Control Number 


LINE 13 


Preparer’s Signature & Date 



/ / 



/ / 
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SERVICE BUREAU PAYMENT REQUEST PROCEDURES 



The Payment Request Record illustrated on page B-1 should be used by payees to provide a 
record of payments requested through the service bureau. A separate record should be completed 
for each series of payment requests made, to provide an audit trail and aid in account 
reconciliation. To submit a request and provide a record of the transaction, follow these steps : 



Step 1 Using the instructions provided under “Line” and “Description” below, complete 

lines 1-11 of the Payment request Record before placing a call to the service bureau. 

Line Description 

1 Enter the payee’s 9-digit D-U-N-S Number. 

2 Do not write the User ID and password on the request form; however have this 
information available to give to the service bureau. 

3 Enter ACH or FED WIRE as the method of payment. An ACH payment is 
delivered electronically at no charge to the requester. For ACH, the earliest deposit 
date is the current date plus two days. For FED WIRE payments, if the time of the 
request is before 12:30 p.m. Eastern Time, the earliest deposit date is the current 
date. Otherwise the earliest deposit date is the current date plus one day. Be aware 
that financial institutions may charge their customers for processing Fed wire 
payments. 

4 Enter the 1 1 -character grant award number for which payment is requested. 

5 Enter the recipient reference used to identify the grant in the payee’s system. 

6 Enter the payment amount in dollars and cents being requested from this grant. 

7 Enter the date that the deposit is expected at the payee’s financial institution. See 
instructions for line 3 above. 

8,9,10,1 1 Repeat lines 4-7 for each grant award for which payment is requested. 
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Line Description 

1 2 See Step 3. 

1 3 See Step 4. 

Step 2 Call the service bureau and provide the operator with the information entered on 
lines 1-11 of the Payment request Record. 

Step 3 Upon accepting the request, the service bureau will provide the caller with a control 
number. Record this control number on line 12 of the Payment Request Record. 

Step 4 Sign and date the Payment Request Record on line 13 after the payment request has 
been completed. 
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INSTRUCTIONS 

REQUEST FOR ADVANCE OR REIMBURSEMENT 

(SF-270) 



Detailed instructions for completing the SF-270, Request for Advance or Reimbursement, 
(depicted in Figure C-1) are provided below. Grantees placed on reimbursement will be required 
to complete this form to request payment of grant award funds. Instructions for submitting the 
SF-270 will be provided on an individual basis. 




ITEM# 

1 

2 

3 

4 

5 

6 

7 

8 

9A 



9B 

9C 

10 



11 



DESCRIPTION 

Place an “X” in the box to indicate Reimbursement. 

These items are preprinted. 

Place an “X” in the box to indicate Cash Request. 

Enter the recipient’s Taxpayer Identification Number (TIN). 

Enter the payee’s D-U-N-S Number. 

Leave blank. 

Enter name and address. 

Enter the period during which the total disbursements requested were made. 

Enter the period during which cash disbursements were made along with the amount 
disbursed. 

Enter the cash on hand amount as of the date of the request. 

Enter the same dates as in Item 8 above. Enter the difference between Line 9A and 
Line 9B. 

Enter the name, title, and telephone number of the certifying official. Enter the date 
submitted. The form submitted must contain the original signature of the certifying 
official. 

In the blank provided directly below the certification block, enter the grant award 
number and amount requested by award. 



Note: The approved request will be entered directly into GAPS for payment. All payments will 
be deposited in the payee’s account at the payee’s financial institution by ACH. 
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INSTRUCTIONS 

ACH DIRECT DEPOSIT SIGN-UP FORM 
(SF-1199A) 

Recipients can obtain an SF-1 199A (Figure D-1) from their payment account representatives. 
The preprinted instructions on the reverse side of the SF-1 199 A should be disregarded and the 
following instructions should be followed in completing the SF-1 199 A. 

The recipient is to complete Sections 1 and 2 of the SF-1 199A. The recipient's financial 
institution is to complete Section 3 and mail the completed form to the Department of Education. 
The financial institution will mail a copy of the completed SF-1 199A to the recipient. 



INSTRUCTIONS - SECTION 1 

ITEM A Name of Payee 
Address 

Telephone number 

ITEM B Name of Person(s) Entitled to 
Payment 

ITEM C Claim or Payroll ID Number 



ITEM D Type of Depositor 
ITEM E Depositor Account 



ITEMF Type of Payment 

ITEMG Box for Allotment of Payment 
Only 

Payee/Joint Certification 



Enter the name and address of payee’s 
organization. 

Enter telephone number of person authorized to 
certify the payment request. 

Leave Blank. 

Enter the following information: 

Prefix: 9 digit D-U-N-S Number, 

Suffix: 1 1 character Grant Award Number. 

Place an “X” in the Appropriate box. 

Enter the payee’s account number at the financial 
institution in which funds are to be deposited. 
Include blanks or dashes when entering the 
account number. 

Enter “X” in the “Other” box. 

Leave Blank. 

Authorized Certifying Official for the payee is to 
sign the form. 
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INSTRUCTIONS - SECTION 2 

Government Agency Name Enter: Department of Education. 

Government Agency Address Enter: 600 Independence Avenue, SW 

Suite 3321 - Mail Stop 4331 
Washington, D.C. 20202-4331 
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Standard Fonn 11B9A 
(Aw. Jurm 1M7) 

by TrMBury 
OapaiViwni 

Tranury Dipi Or. 1079 



f OA sale BV the superintendent Of DOCUMENTS. US GOVERNMENT PRINTING Of f tCE 
WASHINGTON. DC 20402 STOCK NO. 04&00D00363-0 



0MB No. 1510-0007 




SIGN-UP FORM 



DIRECTIONS 



To sign up for Direct Deposit, the payee is to read the back of this 
form and fill In the information requested in Sectiorrs 1 and 2, Then 
take or mail this form to the financial institution. The financial in- 
stitution will verify the information in Sections 1 and 2, and will com- 
plete Section 3. The completed form will be returned to the Govem- 
rr>ent agency identified below. 

A separate form must be completed for each type of payment to be 
sent by Direct Deposit. 



• The claim number and type of payment are printed on Government 
checks. (See the sample check on the back of this form.) This informa- 
tion is also stated on beneficiary/annuitant award letters and other 
documents from the Government agency. 

• Payees must keep the Government agency informed of any address 
changes in order to receive important Information about bertefits and 
to remain qualified for payments. 



SECTION 1 (TO BE COMPLETED BY PA YEE) 



A NAME OF PAYEE (tau, flnt, middle initial) 


D TYPE OP DEPOSITOR ACCOUNT | | 


CHECKING 1 [savings 


C DEPOSITOR ACCOUNT NUMBER 


ADDRESS (Street, route, P.O. Box. APO/FFO) 


HI Ti 1 1 1 1 1 1 1 


CITY STATE ZIP CODE 


F TYPE OF PAY MhHT (Check only one) 

Q Social Sacurity Q Fad Salary/MII. Civilian Pay 

rifiuppIxmMMl Saeurlty fneom* □ Mil. AeHifs 

n RxilrMd RxtirMttant O Mil. Ratlra. 

O Clf'a RAHFMtiMit lOPMl O Mil $ufvf«Or 


TELEPHONE NUMBER 
AREA CODE 


Q NAME OF PERSON(S) ENTITLED TO PAYMENT 


G VA Compantatlon or Panilon □ Othar 

(specify) 


C CLAIM OR PAYROLL ID NUMBER 

Prafix Suffix 


0 THIS BOX FOR ALLOTMENT OF PAYMENT ONLY (If applicable) 


TYPE 


AMOUNT 


PAYEE/JOINT PAYEE CERTIFICATION 

1 certify that 1 am entitled to the payment identified above, and that 1 
have read and understood the back of this form. In signing this form, i 
authorize my payment to be sent to the financial institution named 
below to be deposited to the designated account. 


JOINT ACCOUNT HOLDERS* CERTIRCATtON (optronal) 

1 certify that 1 have read and understood the back of this form. Including 
the SPEOAL NOTICE TO JOINT ACCOUNT HOLDERS. 


SIGNATURE 


DATE 


SIGNATURE 


DATE 


SIGNATURE 


DATE 


SIGNATURE 


DATE 



SECTION 2 (TO BE COMPLETED BY PA YEE OR FINANCIAL INSTITUTION) 



GOVERNMENT AGENCY NAME 



GOVERNMENT AGENCY ADDRESS 



SECTION 3 (TO BE COMPLETED BY FINANCIAL INSTITUTION) 



NAME AND ADDRESS OF FINANCIAL INSTITUTION 


ROUTING NUMBER CHECK 

DIGIT 

□□□□□□□□ □ 


DEPOSITOR ACCOUNT TITLE 


RNANOAL INSrmmON CERTIFICATION 

i confirm the identity of the above^med payeefs) and the account nurM)er and title. As representative of the above-named financial institution. 1 cer- 
tify that the financial institution agrees to receive and deposit the payment identified above in accordance with 31 CFR Parts 240, 209. and 2l0. 


PRINT OR TYPE REPRESENTATIVE'S NAME 


SIGNATURE OF REPRESENTATIVE 


TELEPHONE NUMBER 


DATE 



Financial Inttilutlont ahould latar to tha GREEN BOOK for lUrthar kittructlons. 

THE FINANCIAL INSTITUTION SHOULD MAIL THE COMPLETED FDRM TD THE GOVERNMENT AGENCY IDENTIFIED ABOVE. 



Figure D- 1: Direct Deposit Sign-up Form (SF-1199A) 
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Director, Financial Payment Group 
600 Independence Avenue, S.W. 

Suite 3321 - Mail Stop 4331 
Washington, DC 20202-4331 

Dear Sir: 

Please transfer FEDWIRE payments for (name of organization) to the following financial 
institution and depositor account begiiming on this date: Month , Day , Year 

Information regarding the financial institution to which payments for D-U-N-S 

are to be transferred is provided below. 



Financial Institution: 




Name 

Street 

City, State Zip Code 
ABA Number: 



Account Number: 



Contact Name: 

Telephone No.:( \ 



Corresponding Bank (if applicable): 

Name 

Street 

City, State Zip Code 

ABA Number: 

Telegraphic Abbrev: 



Please update my account with the information as indicated above. If you have any questions, I 
may be reached at ( I . 



Sincerely, 



Chief Financial Officer 
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INSTRUCTIONS 

Federal Cash Award Certification Statement 

The Federal Cash Award Certification Statement (depicted in Figure F-1) replaces the EDPMS 
272 report. Payees will be required to certify to ED their cash expenditures and their cash 
balances for each grant award as of the statement date. At this time, payees will also resolve and 
certify any excess cash balances to the Department. (However, payees should be resolving all 
excess cash balances throughout the year). Certification of expenditures and balances could also 
be required at other times, such as for grant closeouts, audits, and failure to resolve excess cash 
balances on prior award certification statements. 





Award Column 


List of grant awards 


A 


Cumulative 

Authorization 


This represents the net authorization amount of each grant 
award. This amount includes all authorizations and changes in 
authorizations as of the statement date. If the cumulative 
authorization amount does not agree with the payee’s records, 
the payee must contact the grant or program office which 
issued the award. (Pre-printed figure provided by ED) 


B 


Net Draws 


This represents the net amount drawn on each grant award as 
of the statement date (taking into account any adjustments and 
subtracting any refunds). If the payee does not agree with the 
net draws amount, the payee should contact its payment 
account representative. NOTE: A payee’s net draws should 
not be more than the authorized amount for any one grant 
award (column B should be less than or equal to column A). 
(Pre-printed figure provided by ED) 


C 


Cumulative Federal Cash 
Expenditures 
as of(MMDD) 


The payee must enter the cumulative expenditures for each 
award from the beginning of the award to the end of the 
reporting period. Cumulative Expenditures are defined as 
actual dollars of the grant award spent on the funded program. 
NOTE: A payee cannot report expenditures greater than the 
amount that they are authorized for any one grant award. 
(Provided by Payee) 
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D 


Federal Cash With 

Grantee 

as of(MMDD) 


This is a calculated amount for each award in which column C 
is subtracted from column B. This figure represents the 
amount of unspent cash drawn by the payee as of the 
statement date. According the Office of Management and 
Budget Circular A- 133, the payee is required to spend this 
cash within three business days from the day of deposit or ' 
return the amount to the Department (Calculated by Payee) 


E 


Amount in D Expended 
by the 3''*' Business Day 
after (MMDD) 


If there are any positive balances in column D, this column 
provides the payee with the opportunity to enter the portion of 
this amount spent by the third business day after the statement 
date. Furthermore, if any balance in Column D is negative or 
zero, no entry is to be made on that line. (Provided by Payee) 


F 


Adjusted Federal Cash 
with Grantee 


This is a calculated amount in which column E is subtracted 
from column D. 

1) If this amount is negative, then the payee has expenditures 
for which it has not drawn ED funds. 

2) If this amount is positive then the payee drew more money 
then needed to meet immediate needs. This means that the 
payee is holding federal cash from that grant award. 

Thus, the payee is in an excess cash position on this 
award. Further payment requests made on any grant award 
reflecting excess cash (a positive balance) will be routed 
to an ED payment representative for approval. (See Note 
on the form about how to resolve excess cash). 

(Calculated by Payee) 


G 


Total Box 


This calculated box is the net total value of all positive and 
negative balances in column F. If the total in this box is a 
positive number, the payee is in a net excess cash position 
with the Department. 
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ADJUSTMENTS 

An adjustment is the movement of drawn funds from one grant award to another. The adjusted 
net draws should reflect a payee’s actual expenditures so that the Department’s records will agree 
with the payee’s internal accoimting records. 

FOR EXAMPLE: If Grant #1 has a balance of $1,000 in column F and Grant #2 has a 
balance of ($800) in column F, then an adjustment should be made to move the $800 of the 
excess cash from Grant #1 to Grant #2 (which is in the hole by $800). By doing so, Grant #1 
has reduced its excess cash balance to $200 and Grant #2 has a $0 balance. 

NOTE: Once all adjustments have been made, a payee must mark the box, on the Award 
Certification Statement, to indicate: “Yes, I have made all appropriate adjustments. ” 

It is the payee’s responsibility to make these adjustments. Adjustments can be made at any time, 
either on-line on the adjustment screen, or by requesting that the reallocation be made by the 
person or service who processes drawdown requests. 



EXCESS CASH 

Excess cash is when any grant award has a positive cash balance. This occurs when a payee’s 
net draws exceed expenditures, for one or more of its awards, three business days after the 
drawdown request has been deposited into the payee’s bank accoimt. 

Payees should reconcile their grant awards on a regular basis and are required to resolve any 
excess cash balances throughout the year. 

How to Resolve Excess Cash 



Once all adjustments have been made and the grant award balances are either all positive or all 
negative, a payee can determine how to resolve any positive cash balances (excess cash ) or 
negative cash balances (cash deficiency) it has with the Department. Again, if an award in 
column F has a positive balance, the payee is in an excess cash position with the Department. To 
eliminate the excess cash, the payee must follow, in sequence, the steps listed below: 

1 . Return the total positive federal cash to the U.S. Department of Education via check 
or electronic transfer. Along with the refund, a payee should specify (directly on the 
check, on an attached letter, etc.) which grant awards the returned funds are to be 
applied to, and the amount being returned for each award. 
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2. Attach a letter, signed by a certifying official, acknowledging the amount of money 
owed to the Department and stating when it will be paid. Be sure to state the grant 
award number(s) along with the corresponding amount(s). 

3. Attach a letter, signed by a certifying official, stating why you do not owe the 
Department the excess cash computed in column F. Be sure to state the grant aw'ard 
number(s) along with the corresponding amount(s). 

NOTE: The payee must mark the appropriate box to indicate which action(s) were taken. 

If a payee has a cash deficiency (a negative cash balance) with the Department, for one or more 
awards, then additional drawdowns from the Department can be requested. 



Failure to Resolve Excess Cash 

If a payee fails to eliminate all excess cash balances via adjustments or one of the steps listed 
above, the payee is in violation of 0MB Circular A- 133. Asa result any drawdown requests 
made by the payee for awards having excess cash will be routed to an ED representative for 
approval. In addition, a second Federal Cash Award Certification Statement will be generated on 
September 30* for the payee to submit and certify their expenditures through September 30*. 

This statement must be returned to the Department in 31 days (by October 31®*). Upon receipt of 
this statement, if the payee still has excess cash, then the payee will receive a bill for their excess 
cash amount due. 



Any questions on completing this statement, should be directed to the payee’s Payment 
Account Representative. 
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INSTRUCTIONS 

Federal Cash Quarterly Confirmation Statement 

The Federal Cash Quarterly Confirmation Statement (depicted in Figure G-1) is issued at the 
end of each quarter (9/30, 12/31, 3/3 1 , 6/30) and is similar to a bank statement. In addition to 
cumulative grant information, it will contain a payee’s drawdown activity and authorization 
changes for the quarter. Payees should use this information to reconcile their internal accounting 
records with the Department and only return the statement, or contact the Department of 
Education, if they disagree with any of the information contained in the statement. 

If there is a discrepancy between the information provided in the statement and the payee’s 
records, the payee should: 

1 . Contact their ED program office for authorization discrepancies, and/or, 

2. Contact the payee’s payment account representative for drawdown discrepancies or 
inquires related to cash balances. 



NOTE: If a payee does not respond to the Department by the date indicated at the end of the 
statement, then ED will assume the payee's internal accounting records agree with this 
statement. 



Cumulative Summary Table 

Grant award information contained in this table is cumulative (from the start of each grant to the 
statement date). 





Award 


List of grant awards 


A 


Cumulative Authorization 


This represents the net authorization amount of each grant 
award. This amount includes all authorizations and changes 
in authorizations as of the statement date. 


B 


Cumulative Draws 


This represents the net draws for each grant award. This 
amount includes all drawdowns and returns as of the 
statement date. 
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c 


Cumulative Refunds 


This represents the total amount of money refunded to the 
Department by the payee. A refund should be made to the 
Department when a payee does not spend all drawn money 
within three business days from the date of deposit in their 
bank account. 


D 


Net Adjustments 


This represents the net result of all adjustments made to the 
amounts drawn on a grant from the start of the grant to the 
statement date. 


E 


Net Draws 


This represents the net amount drawn on each grant award as 
of the statement date. Net draws are calculated by taking 
Cumulative Draws, then subtracting Cumulative Refunds, 
and adding or subtracting Net Adjustments. NOTE: A 
payee’s net draws should not be more than the authorized 
amount for any one grant award (each amount in column E 
should be less than or equal to each related amount in column 
A). 


F 


Available Balance 


This represents total amount of funds available for draw for 
each grant award. This figure is calculated for each award by 
subtracting Net Draws from the Cumulative Authorization. 



Quarterly Summary Table 

The information contained in this table reflects activity, on each grant, during the statement 
quarter only. 





Award 


Listing of grant awards held by the payee. 


A 


Available Balance 

(Beginning Balance) 


This represents the total amount of funds available to draw at the 
start of the quarter. In other words this is the payee’s quarter 
beginning balance with the Department, by award. 


B 


Net Change in 
Authorization 


This represents the net change in a grant’s authorization amount 
that occurred during the statement quarter. 


C 


Draws 


This represents the total amount of funds drawn on each grant 
during this statement quarter. 


D 


Refunds 


This represents the total amount of money refunded to the 
Department by the payee during the statement quarter. A refund is 
made to the Department when a payee does not spend all drawn 
money within three business days. 
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E 


Net Adjustments 


This represents the net result of all increases and decreases to drawn 
funds made on a grant award during the statement quarter. Thus, 
these amounts can be positive or negative. 


F 


Available Balance 

(Ending Balance) 


This represents the total amount of funds available for draw by the 
payee as of the statement date (In other words, this is the payee’s 
ending balance at the Department for each grant award). This 
figure is calculated by taking the beginning balance, plus any 
changes in authorization, minus any draws, plus any refunds, and 
plus or minus any adjustments. 



Quarterly Detail Table 

This table shows the detail transactions, that occurred during the quarter, on each grant award. 
These figures represent individual transactions of the above Summary Table. The grant activity 
for each award is listed in chronological order. 
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|LJ.S. Department of Education 

FEDERAL CASH QUARTERLY CONFIRMATION STATEMENT 



4th Quarter (04/1/1996 - 06/30/1996) 

DUNS/SSN; 123456789 
Name: D emonstration Payee 

Address: Office of Payments 

1 Main Street 
Hometown, MA 99999 




CUMULATIVE SUMMARY TABLE 
(As of 06/30/1 996) 











'i:', if, 15 , 


Ilij^l^DTw 




P007A937100 


66,000.00 


65,200.00 


2,200.00 


(500.00) 


62,500.00 


3,500.00 


P007A947100 


50,000.00 


45,000.00 


0.00 


0.00 


45,000.00 


5,000.00 


P063P932800 


150,400.00 


150,400.00 


0.00 


0.00 


150,400.00 


0.00 


P063P942800 


97,096.00 


86,000.00 


1,000.00 


500.00 


85,500.00 


11,596.00 


P063P952800 


1,436,300.00 


1,400,000.00 


0.00 


0.00 


1,400,000.00 


36,300.00 


Total 


1,799,796.00 


1,746,600.00 


3,200.00 


0.00 


1,743,400.00 


56,396.00 



QUARTERLY SUMMARY TABLE 



' lih! lil; i>ii 

■ i;;i- >!fti 'll!l '8' ^ 








,i:!'R^^49E‘ 


SiPAdj;!?'-; 


!■'« ' ?.v ■ p:>4‘ >: 

Avail^le .Bafa^l^ ” 


P007A937100 


4,350.00 


0.00 


500.00 


150.00 


500.00 


3,500.00 


P007A947100 


15,000.00 


10,000.00 


20,000.00 


0.00 


0.00 


5,000.00 
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Figure G- 1: Federal Cash Quarterly Conflrmation Statement 
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QUARTERLY DETAIL TABLE 





i»i ' C.,.!. rtiL .'''ai. , , j.;;, , , , '‘!»Traiisacdbh •' 'i . .iiS'i ; *9V, , .i. . 1 

9.K., i =il!il . ‘i!i , ii. Cit ,,|,f . . v,'!.!; ' lj«:' ij'i; i vliiiff,. l.liSa'- 


. .’{Sy , 

5,.i! .Date ‘""lii 


. M!i>’A.nthorization »;!' . 


i’4' Drawdown!!:.!’’'' < 


Ill 

i, ;i:RBfunll'''i''.'i!. 


|.!i;il."li!|.,. 

aiAdJustmeiii i ‘iii|i!’":' 


P007A937100 


4/3/96 




250.00 








5/1/96 




250.00 
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500.00 
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150.00 
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5/13/96 




15.000.00 








6/1/96 
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4/3/96 
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5.000.00 








6/20/96 


(1.000.00) 









If there is a discrepancy between this quarterly statement and your records: (1) contact your program office representative 
for authorization discrepencies and/or (2) contact your payment account representative for drawdown discrepencies. If you 
do not respond by XX/XX/XXXX, [system generated - 35 calender days after run date] agreement with your re cords will 
be assumed. Please address payment correspondence to your FINANCIAL PAYMENT GROUP Account Representative: 

Account Rep Name 
U.S. Department of Education 
600 Independence Avenue, SW Room 3321 
Washington. D.C. 20202-4331 
(202) 401-XXXX 
account_rep@ed.gov 
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Figure G- 2: Federal Cash Quarterly Confirmation Statement (continued) 
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Excess Funds Notification 



XYZ UNIVERSITY 
500 MAIN STREET 
CENTERVILLE, SC 06519-0500 



RE: GAPS DUNS: 

Dear Recipient: 

SUBJECT: Potential Excess Cash on Hand 

The 19 , ending cash on hand of $ (Column F, Federal Cash Award 

Certification Statement), indicates that your organization may not be in compliance with Federal 
Cash Management Regulations. The regulations require grantees to establish procedures to 
minimize the time elapsing between the receipt of Federal funds and the actual disbursements. 
The maximum amount of time a recipient may hold Federal funds is 3 working days. 

Your ability to draw finds ha.s been temporarily suspended until we receive y our written 
response addressing the following actions : 

1 . Review your current management practices and state what you intend to do to 
avoid draws in excess of your immediate needs. 

2. State the dates and the amounts of funds disbursed, if you have paid claims 
against the amount in Column D, Federal Cash Award Certification Statement 

3. Refund excess funds immediately. 

Failure to comply with this request may cause interest charges, as prescribed by the Treasury 
Department, to be added to the debt. If no response is received, your account will be considered 
delinquent and will be referred to our Financial Improvements and Receivable Group for 
collection action. 

Please reference the GAPS DUNS above and send your response to this address: 

U.S. Department of Education, Financial Payments & Cash Management Operations, Financial 
Payment Group, Suite 3321, 600 Independence Avenue, SW, Washington, DC 20202-4331. 

If you need further clarification, please contact your payment account representative, 
, at (202)401-1237, account representative code . 

Sincerely, 
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Remitting Payments by Check 



INSTRUCTIONS FOR REMITTING NON-DIRECT LOAN FUNDS BY CHECK 

A. Make check payable to the Department of Education. 

B. Include with the remittance the 1 1 character Grant Award Number, the DUNS, and the name and 
telephone number of contact person originating the request. 

C. Include with the remittance the reason for the remittance. Be sure to state the reason in the manner 
described to the right of the 4 reasons listed below. 

D. Mail check and remittance information to the following address: 

Department of Education 

PO Box 952023 

St. Louis, MO 63195-2023 



REASON FOR REMITTANCE 

1 . Excess cash or unused funds 

2. Interest earned on Federal funds 

3. Liquidation of the Perkins Loan Program 

4. Closed awards 

(Funds returned for closed awards will not be 
posted to the Payment accounts.) 



INCLUDE THE FOLLOWING: 

GAPS Excess Cash for 

Award No.: 

DUNS No.: 

Interest earned on Federal funds for: 

(Student Financial Assistance Programs, Perkins 
Loans, Direct Loans, FFEL, et. al.) 

DUNS No.: 

Perkins Liquidation for: 

Award No.: 

DUNS No.: 

Return of funds for: 

Program: (PELL. CWS. SEOG. et. a/. I 

Award No.: 

DUNS No.: 



NOTE: If you receive a bill from the Department of Education, please follow the instructions for 
payment on the bill. 
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Remitting Payments by Check 



INSTRUCTIONS FOR REMITTING DIRECT LOAN FUNDS BY CHECK 

A. Make check payable to the Department of Education. 

B. Include with the remittance the reason for the remittance. 

C. Mail check and remittance information to the following address: 

U.S. Department of Education 
Excess Cash 
PO Box 2011 

Montgomery, AL 36102-201 1 



REASON FOR REMITTANCE INCLUDE THE FOLLOWING: 

1 . Direct Loan Excess Cash Academic Year and the words: 

“Direct Loan Excess Cash” 



NOTE: If you receive a bill from the Department of Education, please follow the instructions for 
payment on the bill. 
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Remitting Payments by FEDWIRE 



DEPARTMENT OF EDUCATION 
FEDWIRE EFT MESSAGE FORMAT AND INSTRUCTIONS 



021030004 Type/Sub-Type 



Sender No.; Sender Ref. No.: Amount 

© 



Sender Name (Automatically inserted by the Federal Reserve Bank) 



Treasury Department Name/CTR/ 
TREAS NYC/CTR/ 



BNF=ED/AC 91020001 OBI= 



Name/City/State: 

© 



DUNS: AGENCY CODE: 

© 

TIN: 

FOR: 

© 



INSTRUCTIONS: 

A. The recipient completes items 1 - 4 above as follows: 

® Indicate amount including cents digits. 

® Indicate recipient's institution name, city and state. 

@ Indicate the D-U-N-S Number (DUNS) and Taxpayer Identification Number (TIN). 

® Indicate the Grant Award Number, Audit Control Number, Program review Number, and reason 

for remittance. Provide the information/words applicable to the reason for the remittance of 
funds. (See Appendix J for a list of reasons for remitting funds). 

B. Provide the sending bank with a copy of the above completed form. The above form contains other 
information the bank will need to transmit the FEDWIRE message. 
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S’SS 



U.S. DEPARTMENT OF EDUCATION 
Office of Educational Research and Improvement (OERI) 
Educational Resources Information Center (ERIC) 





NOTICE 

REPRODUCTION BASIS 




This document is covered by a signed “Reproduction Release 
(Blanket)” form (on file within the ERIC system), encompassing all 
or classes of documents fi’om its source organization and, therefore, 
does not require a “Specific Document” Release form. 




This document is Federally-funded, or carries its own permission to 
reproduce, or is otherwise in the public domain and, therefore, may 
be reproduced by ERIC without a signed Reproduction Release 
form (either “Specific Document” or “Blanket”). 
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